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CAPPS Learn

S1 - Learn Overview

Administrator Navigation

Section 1 - Lesson 1, Exercise 1 - Administrator Navigation

Procedure

In this lesson, you will learn how to navigate in CAPPS Learn as an administrator (admin).

~
@ Glenn Hegar Texas Comprroller of Public Accounts

Gertraind courfing e oyl ersoml Syt

CAPPS Enterprise Portal

WARNING - RESTRICTED GOVERNMENT SYSTEM

This system is restricted to authorized users only. Unauthorized
access, use, misuse or modification of this system, the data contained
herein, or in transit to/from this system, may constitute a violation of
federal, state and local laws and subject individual(s) to criminal
and/or civil prosecution and penalties. This system and associated
usage is subject to monitoring and security testing by authorized
personnel. There is no expectation of privacy except as otherwise
provided by applicable privacy laws.

#100% ~

Step Action

1. Click the I Agree button.

2. Enter the desired information into the User ID: field. Enter "train".

User ID: l |

Press [Tab].

4. Enter the desired information into the Secure Password: field. Enter "train1".

Secure Password: |
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Step Action

5. Click the Sign In button.
6. This is the CAPPS Portal. The Introduction course explains this page in

detail. Depending on your User access you may see different options listed.

You should see the button for the agency in which you have access for CAPPS
Learn. For training, you will use Agency 313 LearnCenter.

Click the Agency 313 LearnCenter button.

Agency 313 LearmCenler

T —
©

Centralized Accounting and PatollPersonnal System

WARNING - RESTRICTED GOVERNMENT SYSTEM

Please Login |

e

Step Action
7. For CAPPS Learn, there is a separate login page.

Enter the desired information into the Username: field. Enter "10101010101".

Username: I |

8. Press [Tab].
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Step Action
9. Enter the desired information into the Password: field. Enter "train1".
Password: ||
10. Click the Enter button.
Enter
11. Welcome to the CAPPS Learn Home Page! Every user will see this page once
logging in.
There are different sections to this page so let's walk through them.
12. The Home page contains:

#1 - Header Pages
#2 - Left Nav Bar and

#3 - Page Regions. The Page Regions are split up by the dotted red line.

Agencies have latitude in webpage design.

This is a CPA-configured baseline webpage. It consists of multiple web pages
designed to display content and information to users.

©

Centraized Accounting and PaollPersonel System

Sign In

User Name

Course Catalog

My Training
Records

My Learning Plan

Search |

Welcome!

This is the new Learning Management system known as CAPPS Learn
where you have access to curriculum designed to meet your training needs

‘You can register for instructor led training sessions, launch web based

courses and track your training progress

~
HOME | CONTACT | LOGOUT

AGENCY OR T
IMAGE

AGENCY NEWS OR TRAINING UPDATES

« Leam more about Agency Training Polices

SECTION #1

SECTION #2 S
This area could be used to highiight This area could be used to highlight This arez
Course/Leaming Plan/Course Catalog data CourselLeaming Plan/Course Catalog data CourseiLean
Texas gov Statewide Search from the Texas State Library State Link Policy
Glenn Hegar, Texas Comptroller Comptroler Texas Gov Contact Us
Accessibiity Policy Link Policy Pubiic Information Act
v
< >
H100% v
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Step Action

13. From the Home Page, those users with access to the Management Access Code can
navigate to the Management Controls of CAPPS Learn.
Enter the desired information into the Sign In field. Enter "train1".

Sign In

14. These are the Control icons of CAPPS Learn.
Once you rest your pointer on the thumb wheel icon corresponding drop-down
menus will display.

15. The Management Control menus that you will see depends on the User access that
is assigned.

16. Control Panel is the command center for a LearnCenter.

17. The Control Panel is the behind-the-scenes area where you manage most of what

Users see and do in the LearnCenter.
The Control Panel is only accessible to those who have been granted permission.

This page will be discussed in further detail shortly.

ORACLE Training Learn Center [7)

« o L) s
» Advanced Learning
» Appearance
P Assessments/Surveys
» Assignments
» Categories
» Communications
» Content
» eCommerce
» Enroliments
» External Training
» Gradebook
»IT . ORACLE
» Integrations :
» LearnCenter Design
» Options
b Prerequisites
» Reports
» Resources
» Social
» SubLearnCenters
» Tools
» Users

» Virtual ILT
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Step Action
18. Click the Back Arrow button.
é&
@ HOME | CONTACT | LOGOUT
Ceralied Accountngand FayallPersoond System
G- 7 &
Control Panel Welcome!
Resource Manager
Learning omedgManager This is the new Learning Management system known as CAPPS Learn AGENCYORT
:::?‘\E':’Ivﬂ[l’\::: where you have access to curriculum designed to meet your training needs IMAGE
You can register for instructor led fraining sessions, launch web based
courses and track your training progress
My Training
Records
AGENCY NEWS OR TRAINING UPDATES
My Learning Plan « Leam more about Agency Training Polices
|
search |
SECTION #1 SECTION #2 s
This area could be used to highlight This area could be used to highlight This area
CourseiLearning Plan/Course Catalog data CourseiLearning Plan/Course Catalog data CourseiLearr
Texas gov Statewide Search from the Texas State Library State Link Policy
Glenn Hegar, Texas Comptroller Comptroller Texas Gov Contact Us
Accessibiiity Policy Link Policy Public Information Act
pps.learn.taleo.net/learncenter.asp?id=178409&. ¥ i
Step Action
19. Click the Resource Manager link.
Resource Manager
20. The Resource Manager stores all uploaded multimedia and files used in the various
applications.
Multimedia and file resources (over 10 mb) that you want to use in the LearnCenter
must be uploaded to the Resource Manager before they can be used.
Once uploaded, resources can be used in an unlimited number of pages, courses, and
sessions.
21. Resource Manager contains a set of standard folders labeled by file type.
You can upload your resources into these folders according to their type.
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learn.tal M

@ Secure | httpsy/, net/Resourc: resourceMar

p?DCT=18:

id=3-A2322EB1-945C-4044-BA09-5CBCO4E6

G B+ 9 42 ]

Add Folder Delete Move Refresh Upload Share  Leaming Object Resource

|
Resource Manager 2 28 2 Search
| IORT
i MAGE
‘Weicome to your Resource Manager. X
I Here is where you will upload, manage and delete files for your LeamnCenter.
{
i
|
| S
Word Dot This area
Jurseiearr
|
Bict
Step Action

22. Click the Close button.

DS

PersomaSystem

cap

Ceralaed Accountngand Fayol

[- T T 2

Control Panel

Resource Manager
Learning Object Manager
Visual Manager

Add new page...

Welcome!

This is the new Learning Management system known as CAPPS Learn
where you have access to curriculum designed to meet your training needs.

You can register for instructor led fraining sessions, launch web based
. courses and track your training progress
My Training

Records

My Learning Plan « Leam more about Agency Training Polices

: search |
SECTION #1

This area could be used to highiight
Gourseil earning PlaniCourse Catalog data

SECTION #2

This area could be used to highiight
Gourseil earning PlaniCourse Catalog data

Texas.gov Statewide Search from the Texas State Library
Glenn Hegar, Texas Comptroller Comptroler. Texas Gov
Accessibility Policy Link Policy

AGENCY NEWS OR TRAINING UPDATES

HOME | CONTACT | LOGOUT

AGENCY ORT
IMAGE

S

This area.
Course/Learr

State Link Policy
Contact Us

Public Information Act
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Step Action

23. Click the Learning Object Manager link.

Leaming Object Manager

24, The Learning Object Manager (LOM) provides a graphical way to manage your
Learning Objects.

You can access it from the Management Control section of the main LearnCenter
page by either clicking Resource Manager or Learning Object Manager (LOM).

& Secure | httpsi/stg am.talea.net/Resourcel resourceManager.asp?DCT=18trepository=LOM8sessionid=3-A2322EB1-345C-404-

2 B B

Refresh  Leaming Object  Resource

|| Learning Object Manager £ Search

| T oRT
4 MAGE

HR
HR-Business Welcome fo the Learing Object Manager.
Here you can manage the learning objects in your LearnCenter.
E
F |
k
S

This area.
irseiLear

Bt

Step Action

25. Click the Close button.
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HOME | CONTACT | LOGOUT

Centralzed Accountng and FayollPersorndl System

8- SN
Control Panel Welcome!
Resource Manager -
b‘l’:l:‘a‘l"ﬁaf":i‘i‘ e This is the new Learning Management system known as CAPPS Learn AGENCYORT
e where you have access to curriculum designed to meet your training needs IMAGE
You can register for instructor led fraining sessions, launch web based
. courses and track your training progress
My Training
Records
AGENCY NEWS OR TRAINING UPDATES
My Learning Plan « Leam more about Agency Training Polices
)
Search
SECTION #1 SECTION #2 S
This area could be used to highlight This area could be used to highlight This area
Course/Learning Plan/iCourse Catalog data Course/Learning Plan/Course Catalog data Course/lLearr,

Texas gov Statewide Search from the Texas State Library State Link Poicy
Glenn Hegar, Texas Comptroller Comptroller Texas Gov Contact Us
Accessiilty Policy Link Policy Public Information Act

Step Action

26. Click the Visual Manager link.
Visual Manager

27.

The Visual Manager provides a graphical way to manage your LearnCenter.
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@ p DS ONTACT | LOGOUT

Ceralied Accountngand FayallPersonnd System

‘ = & i N
(2 Visual Manager - Internet Explorer provided by Texas Comptroller =N

Conirg

Resoul E =1E earn taleo.net/flash/ 6F24COFF-25DA-41ED-8F99-4CBDE226350D a
Leamil

x| F = Tl o awas)) AN ER
Addnd| VisualManager T R EE IMAGE

@‘ Sub LearnCenters. [IPoges  _ |SubleamCenters o} User Activity

My | T —

Rec! LeanCenter Home_STAGE

A [ lboaTES

My Learning Plan 032
Resources

Caurse Catalog

New and Popular

Feature 1

Feature 2 -
Feature 3

New Employees

Required Training S
Web Based Training This ared
r CourserLean

@

My L

Additional Training
Training Calender
My Team

Contact o
Page 18 State Link Policy
032

g o o

Contact Us

L_ ES———————————————— Public Information Act

|

Step Action

28. Click the Close button.

o

p DS HOME | CONTACT | LOGOUT

Cetralied Accountngand FayallPersoond System

S~ 7 & 3
User Name Welcome!
c Catal This is the new Learning Management system known as CAPPS Learn AGENCYORT
ourse Catalog where you have access to curriculum designed to meet your training needs IMAGE
You can register for instructor led fraining sessions, launch web based
My Training > courses and track your training progress
Records
. AGENCY NEWS OR TRAINING UPDATES
My Learning Plan »
= Leam more about Agency Training Polices
)
Search |
SECTION #1 SECTION #2 S
This area could be used to highlight This area could be used to highlight This area
Course/Learning Plan/Course Catalog data Course/Learning Plan/Course Catalog data CourseiLearr
Texas.gov Statewide Search from the Texas State Library State Link Policy
‘Glenn Hegar, Texas Comptroller Comptroller. Texas. Gov Contact Us
Accessibility Policy Link Policy Public Information Act
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Step Action

29. LearnCenters have two viewing modes available to Administrators - Edit and
Preview Mode.

Most of the work you do to LearnCenter pages are done in Edit Mode.

Click the Edit Mode button.

]

K 4

30. Edit Mode allows you to make changes to the selected LearnCenter page.

31. To see what your changes look like to End Users, you can view them in Preview
Mode.

Click the Preview Mode link.

A
32. Preview Mode allows you to see any edits made to the LearnCenter Home Page.
33. You can add as many pages to your LearnCenter as you like.

Click the Add New Page button.

5

34. When Adding a New Page, you are also able to Insert a New Area to the page.
35. The Drop Down button allows you to select a specific page without having to
navigate.
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HOME | CONTACT | LOGOUT

Centralzed Accountingand FaalPersonndl System

G- 7+ ¥~

Control Panel
Resource Manager

1
Leamning Object Manager Welcomel
LT This is the new Learning Management system known as CAPPS Learn AGENCY OR T
s where you have access to curriculum designed to meet your training needs IMAGE
‘You can register for instructor led fraining sessions, launch web based
My Training courses and track your training progress
Records
) AGENCY NEWS OR TRAINING UPDATES
My Learning Plan
= Leam more about Agency Training Polices
)
——— SECTION #1 SECTION #2 S
search |
I This area could be used to highlight This area could be used to highlight This area
Course/Learning Plan/Course Catalog data Course/Learning Plan/Course Catalog data Course/Learr

Texas.gov Statewide Search from the Texas State Library State Link Polcy
Glenn Hegar, Texas Comptrolier Comptroller. Texas. Gov Contact Us
Accessibilty Policy Link Poiicy Pubiic Information Act

Step Action

36. Click the Control Panel link.

Control Panel

37. The Control Panel has three areas:

1) ControlPanel Control icons
2) Navigation Bar

3) Content Area (Next Page)

38. This Content Area will contain information once options are selected from the
Navigation Bar.

39. Let's review the Control Panel Control icons.

40. The Back button takes you back to the LearnCenter Home Page.

41.

The Control Panel Home button takes you out of a menu and back to the
Navigation Bar.
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ORACLE Training Learn Center (7]

«0 G #
» Advanced Learning
» Appearance
» Assessments/Surveys
b Assignments
» Categories
» Communications
» Content
» eCommerce
» Enroliments
» External Training
» Gradebook N
» T ORACLE
» Integrations
» LearnCenter Design
» Options
b Prerequisites
» Reports
» Resources
» Social
» SubLearnCenters
» Tools
» Users

» Virtual ILT

Step Action

42. Click the Expand Button button.

43, The Expand button opens up all of the options within a menu.

44, Click the Collapse button.

45. The Collapse button collapses the menus and saves space on the page.

46. Click the Reset button.

47. The Reset button expands the Navigation bar again.

48. You will find that Collapsing the Menu will save space on the page when
navigating.
Click the Collapse button.

49. System Administrators have access to the majority of their Sub LearnCenter
Management Control menus, however their main responsibilities may fall within the
highlighted areas.
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ORACLE Training Learn Center (7]

«0 G #
» Advanced Learning
» Appearance
» Assessments/Surveys
b Assignments
» Categories
» Communications
» Content
» eCommerce
» Enroliments
» External Training
» Gradebook
» T R ORACLE
» Integrations :
» LearnCenter Design
» Options
b Prerequisites
» Reports
» Resources
» Social
» SubLearnCenters
» Tools
» Users

» Virtual ILT

Step Action

50. Click the Communications link.
p Communications

51. System Administrators will use the Communications menu to manage the
LearnCenter messaging.

52. Click the Options link.
p Options

53. The Options menu is used to define the Sub LearnCenter settings and to enable

certain features for the LearnCenter.

System Administrators will be responsible for specific configurations and system

maintenance.

54. Click the scrollbar.
55. Click the Reports link.

» Reports
56. Administrators will have access to reports based on permissions.
57. Click the Users link.

p Users
58. The Users area is where Accounts & Profiles, Groups, Roles and Supervisor

Accounts are managed.
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Step Action

59. Click the scrollbar.

60. Now collapse the menus to save space on the page so that we can review access for
the Content Administrator.

Click the Collapse button.

61. The Content and Training Administrator responsibilities may fall within these
highlighted areas.
62. Click the Assessments/Surveys link.

Assessments/Surveys

63. The Assessments/Surveys menu is used to measure knowledge before and after a
training. The Survey tool can also be utilized for WBT or ILT session evaluations.

You are able to establish a pool of questions/answers for assessments and surveys.

64. Click the Assignments link.

¢ Assignments

65. The Assignments menu enables you to view, add, edit user grades and assignments.

66. Click the Categories link.
p Categories

67. Categories can be thought of as folders in which you keep related items.

The Categories menu is used to help organize and manage enrollments, training
sessions, assignments, assessments, etc.

68. Click the Content link.
¢ Content
69. Content refers to formats for Web-based training (WBT) created in the LearnCenter

or by third party authoring tools. Content includes WBT, AICC Courses, SCORM
Classes and Courses.

The Content menu is used to prepare, organize, and import the learning content you
will be delivering to users.

70. Content Administrators will also have access to Resource Manager.
Let's go back and review Resource Manager.

Click the Back button.
é
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Step Action

71. Click the Resource Manager link.

Resource Manager

72. The Content Administrators can upload, manage and delete files using Resource
Manager.

L& + 9 &= i ;
Add Folder Delete Move Refresh Upload Share Learning Object Resource Visual
Resource Manager I 2 & 5 e £ Search
| for T
MAGE
| | & #ep Upioacs Welzome to your Resource Manager. X
3 audio
| |2 css Here is where you will ipload, manage and delete files for your LearnCenter.
| | O exce
1 5 Fiash Fies
2 images

N | 2 rorFFies

4| | rowerpont
2 Recycle Bin
M | & shares tems
A/ | 5 stream maker

3 Text
3 video s
5 werd Dex
This area
furseiLearr

Step Action

73. Click the Close button.

e
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HOME | CONTACT | LOGOUT

Centralzed Accountingand FaalPersonndl System

G- 7+ ¥~
Control Panel
Resource Manager 1
Leamning Object Manager Welcomel
:::T“E”:'V“["‘:::’ This is the new Learning Management system known as CAPPS Learn AGENCY OR T
where you have access to curriculum designed to meet your training needs IMAGE
‘You can register for instructor led fraining sessions, launch web based
My Training courses and track your training progress
Records
AGENCY NEWS OR TRAINING UPDATES
My Learning Plan
= Leam more about Agency Training Polices
)
——— SECTION #1 SECTION #2 S
search |

This area could be used to highlight

This area could b used to highiight
Goursell eaming Plan/Course Catalog data

Course/leaming Plan/Course Catalog data

This area.
Course/Learr

Texas.gov Statewide Search from the Texas State Library State Link Policy

Glenn Hegar, Texas Comptrolier Comptroller. Texas. Gov Contact Us
Actessibilty Policy Link Policy Pubiic Information Act

Step Action

74. Click the Control Panel link.
Control Panel

75. Click the Collapse button.

76.

The Training Administrators may have additional responsibilities that fall within
these highlighted areas.

77. Click the Advanced Learning link.
» Advanced Learning

78. Advanced Learning menu enables you to manage and track different training types.
Major functions within this feature include Learning Plans, Skills, Credits and
Training Offerings.

79. Click the Communications link.
p Communications

80. The Communication menu is the hub for all LearnCenter messages.

The Training Administrators may be creating Skills that require notices and
notifications to be managed in Communications.
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Step Action

81. Click the Enrollments link.
¢ Enrollments

82. The Enrollments section is where all User enrollments are managed which can
include rosters, asset/materials and assessments.

83. Click the scrollbar.

84. Click the ILT link.
b ILT

85. The ILT menu enables you to add and set up information for learning events that

take place in physical locations with live instructors.

You can also use this menu to add Assets, Instructors, Locations, and Equipment
that are used for the ILT events.

86. Click the Reports link.
¢ Reports
87. The Reports menu can be used to access reports based on permissions.
88. Click the scrollbar.
89. Click the Collapse button.
90. Click the Home button.
a
91. Congratulations! You have completed this lesson.

End of Procedure.

S2L1 - User Types: System Admins
Agency System Settings/Configuration

Section 2 - Lesson 1, Exercise 1 - Agency System Settings/Configuration

Procedure

In this lesson, you will learn how to change the Agency Name (Title) in the Title Bar and add a
System email address.

1) Enter the Agency Name - Training Learn Center

2) Enter the System email address - training@cpa.texas.gov
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ORACLE Agency Demo Learn Center (7]

« 0 G s
» Advanced Learning
» Appearance
» Assessments/Surveys
» Assignments
» Categories
» Communications
» Content
» eCommerce
» Enroliments
» External Training
» Gradebook
» T ORACLE
» Integrations
» LearnCenter Design
» Options
b Prerequisites
» Reports
» Resources
» Social
» SubLearnCenters
» Tools
» Users

» Virtual ILT

Step

Action

Click the Options link.
Options

Click the Configuration link.

Caonfiguration

This is the current name (title) for the LearnCenter that you are using.

You are currently on the General Tab.

You will remove the current name from the Name Field in the Details section.

Click in the Name field.

Agency Demo Learn Center

To remove the current Name you can backspace or highlight the name and delete.

Press [Backspace].

Enter the desired information into the field. Enter "Training Learn Center".

Click in the Short Description field.

Demonstration Only

Press [Backspace].

Enter the desired information into the field. Enter "This Learn Center is for
training purposes only.".
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Step Action

11. It is best practice to Save before going to another tab.

Click the Save button.

[ save

12. You will notice that the name on the page has not updated. Refresh the page to see
the updated information.

You can refresh by selecting another tab.

13. Click the Communications tab.

Communications

14. You are going to change the system email address in the Contacts section.

This email address will need to be your agency's help desk email address. This will
not be maintained by CPA CAPPS.

Enter the desired information into the field. Enter "training@cpa.texas.gov".

15. Click the Save button.

H Save

16. The System Email is updated and you will also notice that title has been refreshed.

ORACLE Training Learn Center e

“a ) Configuration [ save
» Advanced Learning

o General Communications Madules Users
ppearance

» Assessments/Surveys w Contacts * Indicates required field
» Assignments Management Contacts | ‘

» Categories. Student Contacts [ |

» Communications. Technical Contacts [ |

» Content Billing Contacts. [ ]

» eCommerce [

Default Recipient | [Forusers with no email adaress ~]

» Enroliments

System Email training@cpa texas gov
Communications Center Email :I

¥ LearnCenter Alerts

» External Training
» Gradebook

»ILT
Enroliment Approval Request  W]Use Default
» Integrations
Approval request will be sent to [[DefaultEmailAddress]] if email address is nof
» LearnCenter Design entered by user.)

» Options

Configuration

Course Signup Pending Approval [Vou have not yet been approved. Please check back later to see if you have
Custom Fields Ibeen approved. Contact the administrator for help.

Field Settings

Security

» Prerequisites v Notification Settings

» Reports Send to Users with Status [ Approved [Denied []Pending (] Removed

» Resources Send to Supervisors [send Copy to User's Supervisor

» Social

» Sub LeamCenters [ save

v
» Tools

100% ~
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Step

Action

17.

Click the Users tab.

ORACLE Training Learn Center e
« 0 " Configuration [ save
» Advanced Leaming N
Ot T T B General Communications Modules Users
S
» Assessments/Surveys N O GTIES s Add Owner §§ Delete
Ny &)
} Assignments =
4 2 12 users available, showing 1-10 Page[1 v]of2 K<€ >3
} Categories A
» Communications | Name ¥
» Content ¥ Mackinaw Bridge (00t10010724)
» eCommerce |
_ Carbon Copy  (00110031218)
» Enroliments |
B i T Minty Menthol (00110031951)
T
» Gradebook B Learn Admin (administrator)
»ILT |
- Michigan Walverine (bwof875)
» Integrations A
» LearnCenter Design N Lovely Day (00t111111)
- 5
TLOpINES Lake Michigan (00t222222)
Configuration
Couse s South Coast (00t333333)
Field Setlings
Security Ambassador Bridge (00t444444) O
} Prerequisites. A
= Lean Supper (001555555
} Reports A
T R 12 users avallable, snowing 1-10 Page [T v]of2 K< >3
» Social = v Users
» SubLeamCenters 5 Display Dashboard in Users
» Tools N User Cards, [ Display user cards v
javascript: _DoPostBac] WebForm_PostBackOptions(‘InkUsersTab", ™", true, ™, ™, false, true)) #100% ~
.
Step Action

18.

You will add a co-owner for the LearnCenter.

Click the Add Owner link.
#l Add Owner
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ORACLE: Traininal eam Center o "
& Users Selector - Intemnet Explorer provided by Texas Comptroller S
@ ttps: /- .earn taleo.net/cnet/ p JserD miFile=220bdlces-3691-4101 @]

Users Selector

| ~ Instructions

usemame to select the users, then click the ‘Return Selected' button.

Combination Filters Select criteria from any or all filters

Field(s) ining
Username,
First Name|
Last Name|
Group] Select one v

Number of Users per Page

v Users List

Users who were already selected may be indicated by a grayed out checkBox.You may not deselect these users here. Use the checkboxes to the right of the

Usernames Beginning With Show All [0-9]
ABCDEFGHIJKLMNOPQRSTUVWXYZ

Users With Status

No users found for the specified filter criteria

MlPending
[Clremaved

HI00% -

Step Action

19. You will use Filters to find and select a User using the First Name field.

First Name] |

Enter the desired information into the First Name field. Enter "Cross".

20. Enter the desired information into the First Name field. Enter "Cross".

First Name| Cross x|

21. Click the Search button.
Search

22. Click the Select option.
O

23. Click the Return Selected link.
‘1 Return Selected

24. Notice the selected Owner appears in the Owners list.
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ORACLE Training Learn Center (73
« 0 =y € User has been successfully added to Owners
» Advanced Leaming
i Save
T Configuration M
» Assessments/Surveys General | Communications || Modules || Users
} Assignments
» Owners s Add Owner §§ Delete
} Categories
oA Iatane 13 users available, showing 1-10 Page[1 v]of2 K< »3
» Content e v

» eCommerce
Mackinaw Bridge (00t10010734)
» Enroliments

» External Training Carbon Copy  (00t10031218)
PAGISEBo0K Minty Menthol (00t10031951)
»ILT H

T Cross Country (00T10010827)

» LearnCenter Design Michigan Wolverine (bwof875)
et Lovely Day (00t111111)
Configuration

Couse s Lake Michigan (00t222222)
Field Settings
Security South Coast (001333333)
» Prerequisites.
a Ambassador Bridge (001444444) O
» Reports
+ Resources Lean Supper (001555556
PASOHS, 13 users available, showing 1-10 Page[1 v]of2 K< >3
» Sub LearnCenters w Users
v
» Tools Display Dashboard in Users [innerited v
#100% ~
.
Step Action

25.

Click the Save button.

H Save

26.

The User is now saved as a LearnCenter Co-Owner.

27.

For training purposes, you will delete this User (Cross Country) from being a co-
owner.

Click the Cross Country option.

Cross Country (00T10010827) O

28.

Click the Delete link.

29.

Click the Delete button.

Delete

30.

Click the Save button.

31.

Click the Collapse All button.

=
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ORACLE Training Learn Center

« 0 =y € Yoursetiings have been successiully saved
» Advanced Learning

T Configuration

» Assessments/Surveys General Communications Modules Users
} Assignments
w Owners
) Categories
» Communications 12 users available, showing 1-10 Page of2
» Content Name

» eCommerce
Mackinaw Bridge (00t10010734)
» Enroliments

» External Training Carbon Copy (00t10031218)
PAGISEBo0K Minty Menthol (00t10031351)
»ILT H

Learn Admin (administrator)
} Integrations

» LearnCenter Design Michigan Wolverine (bwof875)
» Options

Lovely Day (00t111111)
P Prerequisites

¥ Reports Lake Michigan (00t222222)
» Resources South Coast (00t333333)
» Social

Ambassador Bridge (00t444444)
» SubLeamCenters

» Tools Lean Supper (00ta555655
¥ Users 12 users available, showing 1-10 Page of 2
¥ Virtual ILT » Users

Display Dashboard in Users [inherited v

javascript:collapseAll]

e
] save
s Add Owner §{ Delete
K< >3
v
O
K< >3
v
#100% ~

Step Action

32. Click the Control Panel Home button.

33. Congratulations! You have completed this lesson.

End of Procedure.

Field Settings

Section 2 - Lesson 1, Exercise 2 - Field Settings

Procedure

In this lesson, you will learn how to change the view/edit Field Settings for Item Types.

You will select the Item Type - Enrollment and deselect Credits from being viewed/edited by

Users.
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ORACLE Training Learn Center (7]

«0 G #
» Advanced Learning
» Appearance
» Assessments/Surveys
b Assignments
» Categories
» Communications
» Content
» eCommerce
» Enroliments
» External Training
» Gradebook
» T R ORACLE
» Integrations :
» LearnCenter Design
» Options
b Prerequisites
» Reports
» Resources
» Social
» SubLearnCenters
» Tools
» Users

» Virtual ILT

Step Action

1. Click the Options link.
Options
2. Click the Field Settings link.

Field Setlings

3. The User Field Settings page is used to determine what information can be viewed
according to the Item Type.

System Admins can manage what information should be viewed for any Item Type.

4. Notice the column headings according to the type of User.

Please note that the Edit columns should not be changed.

Only the View columns can be changed as needed.

The Show self-registration column will not be used.

7. This page lists all Standard fields and any Custom fields that are included in the
LearnCenter.

These checkboxes will select everything listed in a specific column.

9. Click the Item Type dropdown button to activate the menu.

L
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ORACLE’ Training Learn Center (7]
« 0 bl User Field Settings
» Advanced Learning N
)
EREESE Item Type User v
T
» AssessmentsiSurveys N Chat Room
< Class
» Assignments = ¥ Field Settings | Course
< eCommerce
} Categories A Enroliment
External Training Scroll mouse over column header for popup hel
» Communications ¥ Forum popup elp
5 Group ) )
» Content A ILT Session Management User User Supervisor Supervisor ::I?YH
) Job Profile Edit View Edit View Edit
» eCommerce Roster registr
T Testinstance
» Enroliments h Training Offering @ (5] @ 5] o] @
i T
» External Training Fielgs Lelir
» Gradebook |
» T | Employee ID (] a (] a (=] @ @
- T
} Integrations. N First Name w (m] ¥ (=] ¥ ) (=]
» LearnCenter Design N
Last Name 4 @ 4 [} 4 0 @
» Options N
Configuration Street 1 =] =] 7] =] (=] ) =]
Course
Custom Fields 5] @ ] @ 5] ] @
Field Settings Street 2 U U & O @ @ O
Security
5 Cit, (m] @ (C1} a (m] ) @
» Prerequisites A 4
» Reports = State/Province (=] @ W @ (=] ] (=]
A
P2HESDUICEY Postal Code (0] @ 4 @ (0] | (]
» Social A
» SubLearnCenters X Country 5] @ 5] @ ] ) @
» Tools N Day Phone o o w o 7 ] o
» Users B Evening .

Step Action

10. Click the Enrollment list item.

Enrcliment
ORACLE’ Training Learn Center (7]
“ 0 ] Enroliment Field Settings 1 save
» Advanced Learning N
N
> Appearance - tom Type
» Assessments/Surveys N
. 5 § §
» Assignments » Field Settings
» Categories |
F— 5 Scroll mouse over column header for popup help
» Communications
&Y Management View Management Edit User View Required
» Content
} eCommerce & @ @ 5] 5]
» Enroliments | Fields
} External Training A i
uthor 4] 7] =]
} Gradebook ¥
»ILT N Series Name ] ] 5]
" w5 |G
PRSI e E Series Number 5] ] 7]
P LearnCenter Design N
Course Level 4 4 2
w Options N
Configuration Credits I 14 174
Course
Custom Fields
Field Settings Duration =] ” 7]
Security
¥ Prerequisites R Publisher @ 54} 4}
» Reports N Cost Per User =] =] a
» Resources A
< Course Number 4 4 ]
» Social N
» SubLearnCenters A Custom Fields
» Tools N
» Users = -
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Step Action

11. Unselect the option to have Management view Credits.
This will automatically unselect the option to Edit.

Click the Checkbox option.
L

x
stgcapps.leamn.taleo.net says:
ORACLE gLl b o
By unselecting view,
edit is also unselected
0 Lo) i 4 save
» Advanced Learning
» Appearance
—
» Assessments/Surveys
» Assignments ¥ Field Settings
P Categories
—— Scroll mouse over column header for popup help
» Communications
g View g Edit User View Required
» Content
P eCommerce
PAE T standard Fields
» External Training
Author 7 v v
» Gradebook
> T . Series Name @ £l v
G Series Number v v v
» LearnCenter Design
Course Level 4 4 d
 Options
Configuration Credits ] T
Course
Custom Fields
Field Setings LeEtan @ @ @
Security
rl rl v
» Prerequisites Publisher
DEREAL Cost Per User
» Resources
Course Number k4 k4 td
» Social
} SubLearnCenters S FCEES
» Tools
» Users ~

Step Action

12. Click the OK button.
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ORACLE Training Learn Center (7]
“a Enroliment Field Settings [ save
» Advanced Learning
PAAPPESIEICE Iltem Type Enroliment v

» Assessments/Surveys

» Assignments ¥ Field Settings

» Categories

v pw—e Scroll mouse over column header for popup help
ommunications

/44//////////////////%/4/4/45

» Content Management View Management Edit User View Required
» eCommerce
» Enroliments Fields
» External Training
Author vl vl v
» Gradebook
b T Series Name i l ¥
PRI TR Series Number 4 4 i
» LearnCenter Design
Course Level k4 k4 i
 Options
Configuration Credits v
Course
Custom Fields
Field Setings Duration = = -
Security
» Prerequisites N Publisher . . .
» Reports N Cost Per User
» Resources A
Course Number vl vl v

A

» Social

Custom Fields

A

» SubLearnCenters

A

» Tools

A
4

» Users

Step Action

13. Unselect the option for a User to view Credits.

Click the Checkbox option.
+

14. Click the Save button.

H Save
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ORACLE Training Learn Center e
“ 0 ] o The setiings have been saved
» Advanced Leaming
» Appearance Enroliment Field Settings [ save
» Assessments/Surveys
» Assignments tem Type
} Categories
= ~ Field Settings
» Communications
PACT Scroll mouse over column header for popup help
PAEEDmITECE View Edit User View Required
» Enroliments
» External Training . t . .
» Gradebook Standard Fields
»ILT Author | 54
» Integrations
Series Name 1%} 15
» LearnCenter Design
- Options Series Number o] &
gngsg;ranon Course Level 1} 1}
Custom Fields
Field Settings Credits O O O
Security
» Prerequisites. Duration ] ¥}
PSR Publisher 4] 153}
» Resources
» Social Cost Per User O O O
» Sub LeamnCenters Course Number 5] 153}
PALCHE fustom Eiald: v
#100%
.
Step Action
15. Click the Collapse All button.
16. Click the Control Panel Home button.
17. Congratulations! You have completed this lesson.
End of Procedure.

Managing User Accounts

Section 2 - Lesson 1, Exercise 3 - Managing User Accounts

The User list in the Users section displays the results of the searches you perform using the Filters section
on the Users page. This is the central hub for Administrators who need to view information about particular
Users.

Based on assigned User Permissions, Administrators can also perform a variety of User-related tasks from
the User section, such as updating User Profile information, mapping Users to Enrollments and Learning
Plans or similar learning items or changing a User's membership status.

User Action List
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Action

|

Description

Click this display a User's calendar.

Click to view all items associated with the user, such as Enrollments
for which the user is either a participant or admin, Courses, Skills,
Certification Profiles, Assignments, Appraisals, Goals, Credits, and
Learning Plans. Awindow opens displaying all items types. You can
display just certain items types by selecting the appropriate option
from the drop-down list in the Actions section.

Click this to view and edit a User Permissions. See Assigning User
Permissions to Users for instructions. See User Permissions for
additicnal information about User Permissicns.

Click this to view or edit the User Profile. This button is only visible if
you have been granted the View User Info User Permission.

Click this button to add User Performance Motes for & user.

Click this and then select an item from the Actions drop-down list in
the Users section to perform varicus actions against the user.

Procedure

EUT Course

In this lesson, you will learn how to use filters, review account profiles, reenable users, and apply

actions.

You will work with the User Profile and Permissions for the following Users:

1) Poppy Seed
2) Carbon Copy
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ORACLE Training Learn Center (7]
“ 0 D) 7
» Advanced Learning
» Appearance
» Assessments/Surveys
» Assignments
» Categories
» Communications
» Content
» eCommerce
» Enroliments
» External Training
» Gradebook
» T i ORACLE
» Integrations i
P LearnCenter Design
» Options
P Prerequisites
P Reports
P Resources
» Social
P SubLearnCenters
» Tools
P Users
» Virtual ILT

Step Action

1. Click the Users link.
Users
2. Click the scrollbar.
3. Click the Users link.
Users
4. The Users page lists five users according to the default filter that is applied.

Let's take a look at the Filters.

5. The Filters may be collapsed or expanded depending on how you last left this page.
In this case, you will expand.

Click the Filters pointer.
»

6. The Filters default shows that the list of Users are in a status of Denied, Pending,
or Approved.
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Step Action

7. Status Definitions:

Approved - Users who have been approved to use the LearnCenter.

Removed - Users who have been removed from the LearnCenter. Their accounts
are not active and they cannot log in. This status should be used when a User has

left the company or is no longer accessing the LearnCenter.

The status of Approved and Removed are assigned via a nightly interface from
CAPPS HR/Payroll.

More on Status Definitions....

8. Statuses cont'd

Disabled Access - Approved Users who have exceeded the maximum number of
failed log in attempts based on the settings for the LearnCenter password lockout
feature.

Denied Access (not being used) - Users where access to the LearnCenter is denied
temporarily. These accounts are locked until the Administrator changes the status to
Approved.

Pending (not being used) - Users who are awaiting approval to use the
LearnCenter. Their accounts are in a non-active state and these Users cannot log in.

9. Let's add Users that have a status of Removed to the filters.

Click the Removed list item.

Removed

10. To add Removed to the list of statuses, you must select the Add button and
Removed will move over to the box on the right.

Click the Add >> button.
Add ==

11. Click the Search button.

Search

12. The results of this search are at the bottom half of the page.

Click the scrollbar.

13. Note that the previous list had 5 users and now it contains 8.
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Step Action
14. Click the scrollbar.
15. You will not need to work with Users that have a status of Removed at this time so
you will remove this status.
Click the Removed list item.
Remowved
16. Click the << Delete button.
=< Delete
17. You can also search for Users using the first letter of their Username.
Click the N link.
M
18. Click the Search button.
Search
19. Scroll to the bottom to see your results.
Click the scrollbar.
20. There are No records found using the Username begins with "N" search.
21. Click the scrollbar.
22. Let's reset the Search.
Click the Reset button.
Reset
23. Click the scrollbar.
24. You are back to the 5 users with the default status as before.
25. Click the scrollbar.
26. The Disabled Access option will list all users that have a disabled account
(LOCKED OUT).
Click the Disabled Access option.
27. There is no need to select Search. The results will appear at the bottom of the page.
Click the scrollbar.
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Step

Action

28.

This User is locked out and you need to reenable their access.

Click the Select option.

29.

Click the Actions dropdown button to activate the menu.

L

» eCommerce

» Enroliments

» External Training

» Gradebook

P LT

» Integrations

» LearnCenter Design

» Options

P Prerequisites

» Reports

» Resources

» Social

» SubLearnCenters

» Tools

w Users
Add/insert Users
Bulk Import Users
Completion Status

Groups
Supervisor Accounts

Pagination

ltem Type | Username

Operator | Like

50 v | users displayed per page

Search || Reset | T saved Searches

v |Value

v Users Actions v ] [ExporttoCSV v @ Export
Primary Sort [ "=
Enrolments
Secondary Sort [ & Assionments
Gradebook
1 useravailablel ~ Courses started
Courses completed
Skills "
Usemame Certfication Profiles Actions ¥/
Forms
DEMQUSER1| Credis Mo R 0O e

Training Offerings
Learning Plans

Supervisor Roles 1 user available ~ Chat Rooms
User Roles Forums
Users Completion Certific ate
External Training
» Virtual ILT Manage User's Assignments
Mep To.
Learning Plan -
.
Step Action

30.

There are various Actions available and you will need to scroll to see all of them.

Click the Actions scrollbar.

31.

Click the Change Membership Status list item.

Change Membership Status
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ORACLE Training Learn Center (7]

«0DEE"™

» Advanced Learning

Change Membership Status

4

A

» Appearance 4a Return

A

» Assessments/Surveys

A

» Assignments

A

» Categories Selected user(s)

DEMOUSER12

A

» Communications

A

» Content

A

» eCommerce

A

» Enroliments

A

» External Training

A

» Gradebook

A

T

A

» Integrations

p Status | Reenable ¥

Change Status

A

» LearnCenter Design

A

» Options

A

» Prerequisites

A

P Reports

A

» Resources

A

» Social

A

» SubLearnCenters

A

» Tools

A

w Users

Addfinsert Users

Bulk Import Users

Completion Status

Groups

SUQEI".‘\SNACCDUMS -

Step Action

32. Since this User is disabled, you will Reenable their Membership status so that they
can continue to use CAPPS Learn.

Click the button to the right of the Membership Status field.

L
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ORACLE’ Training Learn Center

0

» Advanced Learning

ia]

Change Membership Status

» Appearance

» Assessments/Surveys

» Assignments

» Categories Selected user(s)

4a Return

» Communications DEMOUSER12

» Content

» eCommerce

» Enroliments

» External Training

‘Gradebook

[hg

Integrations

status

Reenable
Change Status

LearnCenter Design

(Options

Prerequisites

Reports

Resources

Social

Sub LearnCenters

v v|lv| i v|iv v v v v v v

Tools

/4%4444%44///////////44////%/4/4/43

w Users

Add/insert Users
Bulk Import Users
Completion Status
Groups

Supervisor Accounts

Step

Action

33.

Click the Reenable list item.

ORACLE’ Training Learn Center

0

» Advanced Learning

Change Membership Status

» Appearance

» Assessments/Surveys

» Assignments

» Categories Selected user(s)

4a Return

» Communications DEMOUSER12

» Content

» eCommerce

» Enroliments

» External Training

» Gradebook

T

» Integrations

Status | Reenable v

Change Status

» LearnCenter Design

» Options

» Prerequisites

P Reports

» Resources

» Social

» SubLearnCenters

» Tools

/4%4444%44///////////44///////4/4/43

w Users

Addfinsert Users
Bulk Import Users
Completion Status
Groups

Supervisor Accounts.
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Step Action

34. In order for the changes to take effect,

Click the Change Status button.
Change Status

35. Click the Return link.
¢a Return

36. You have finished working with Disabled Users and now you will remove the
Disabled filter.

All of the previous users will appear at the bottom of the page as before.

Click the Disabled Access option.
L

37. Collapse the Filters in order to easily work with the Users listed.

Click the Filters pointer.

v

38. Let's walk through the Actions and Description icons for User - Poppy Seed.

39. The Calendar icon displays a User's calendar.

Click the Calendar link.

L]
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=] Schedule for CAPPSLean Supervisord - Googh

le Chy
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@ Secure | https://stgcapps.learn.taleo.net/calendarviewday.asp?sessionid=3-1DDBDADD-8908-4527-9144-50366EBB3C43&userid=114199

Schedule for CAPPSLearn 00710031220

4 February 6, 2017 »

{UTC-08:00) Central Time {US & Canada)

| 4 Febrany 200 |
Su Mo Tu We T Fr
1 2 3

12:00 am 213 14 15 16 17
19 20 21 22 23 24
1:00 am 26 27 28
2:00 am
3:00 am Su Mo Tu We Th Fr
12 3
4:00 am 5 6 7 8 9 10
12 13 14 15 16 17
5:00 am 19 20 21 22 23 24
26 27 28 20 30 3
©6:00 am
mPersonal  mLeamCenter Event
7:00 am =Live = Assignment Due
8100 am
lote: Tasks sre things you need to do but an
9:00 am a5zaceied win any 2actic dste
10:00 am Not Started @ nnProgres
@ overue & completec
11:00 am
12:00 pm
1:00 pm
00 pm
Step Action

40.

Click the Close button.

25|

il
3

« 0

» Advanced Learning

#

A

» Appearance

A

» Assessments/Surveys

A

» Assignments

A

» Categories

A

» Communica

A

» Content

A

» eCommerce

A

» Enroliments

A

» External Training

A

‘Gradebook

A

T

A

Integrations

A

LearnCenter Design

v v v|w|w

A

Options

A

Prerequisites

A

Reports

A

Resources

A

Social

A

Sub LearnCenters

viv v v v <~

A

Tools

A

v Users

Addfinsert Users
Bulk Import Users
Completion Status
Groups

Supervisor Accounts
Supervisor Roles
User Roles

Users

» Virtual ILT A

Users ) switch to Classic View

» Filters

¥ Users ["Actions v | [Exporttocsy v | gif] Export
Primary Sort GO0

Secondary Sort [ Select Secondary Sort v | @3 OO
5 users available, showing 1-5

Username 4 Last Name First Name Actions &/
00710031218 Copy carbon =] O o
00710031220 Seed Poppy = oa R b @
ADMINISTRATOR Admin Leam = o R 0O o
MINNYMOUSE Instructor Minnymouse = o R (| (=]
SUPERVISOR1 Supervisor] CAPPSLeam = oa R O o

5 users available, showing 1-5
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Step

Action

41.

The View icon allows you to view all items associated with the User, such as
Enrollments, Courses, Skills, etc.

Click the View link.
(1]

=] User Control Actions - Google Chrome ‘ == Y Switch to Classic View “
@ Secure | https;//stgcapps.learn.taleo.net/controlpanel/supervisors/controlsupervisorsaction
User Control Actions = v [Exportto G5V v | eiff Export
* Actions
User 00710031220
Current action | Show All User Items v
+ User Chat Rooms lEName Actions &/
There is no data for the selected action g = O a
+ Enrollments assigned to user Poppy Seed
I B8 rED O
No Enroliments Found
i Ba RED O
* Enroliments User Poppy Seed IS An Admin For
o Sa B0 O
No Enrollments Found
[fPsLeam = oa R 0h @
¥ Courses started
There is no data for the selected action
¥ Courses completed
There is no data for the selected action
» Skills
_ There is no data for the selerted action hd
Add/insert Users
Bulk Import Users
Completion Status
Groups
Supervisor Accounts
Supervisor Roles.
User Roles
Step Action

42.

Click the scrollbar.

43.

Click the Close button.

i
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S+ | L] Users. ) Switch to Classic View
. Y
Advanced Learnins ®
2 2 = » Filters
¥ Appearance N
< v Users Actions v | [Exportto G5V v @ Export
» Assessments/Surveys N
» Assignments ¥ Primary Sort [ Username 0o 00
) Categories = Secondary Sort [ Select Secondary Sort v | @ {3 O3
R = 5 users available, showing 15
Content N . : )
PREIRE Username 4« Last Name First Name Actions &/
» eCommerce | - B0
00710031218 Copy carbon & B
» Enroliments N
» External Training = 00T10031220 Seed Poppy = % O
N
iy ADMINISTRATOR Admin Leam =ea 2ED
»IT N
[S
> iogrations ¥ MINNYMOUSE Instructor Minnymouse = oa R (]
» LearnCenter Design N SUPERVISOR1 Supervisort CAPPSLeamn o R 0O
» Options N
— — 5 users available, showing 1-5
» Prerequisites
} Reports ¥
» Resources ¥
» Social ¥
} SubLearnCenters ¥
» Tools ¥
w Users A
Addfinsert Users

Bulk Import Users
Completion Status
Groups

Supervisor Accounts
Supervisor Roles
User Roles

Users

» Virtual ILT A

Step

Action

44,

The Permissions icon allows you to view and edit User Permissions.

Click the Permissions link.

T
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[=] User Permissions - Google Chrome |E=mER ==

& Secure | https://stgcapps.learn.talec.net/controlPanel/panels/users/popup/user_editPermis:

User Permissions <a Return To User Properties
f ¥ switch to Classic View
¥ Instructions

Permissions granted to this User have checkmarks nextto them. To activate permissions, check |
the boxes next to them. To revoke a permission, clear the checkbox next to it Be sure to click the v Export to CSV v @ Export
‘Save’ button before closing this window.

Note: permissions that are determined by role are disabled grayed-out)
User 00710031220

¥ User Permissions

Save

| LearnCenter Co-Owner (automatealy gen sl ights below for tnis LeamCenter and any of s Sub | pame GEIENS | |
LeamGenters)
(¥ View Content (Required for Defaut Users) e = om 0O
¥ Use Communication Tools
¥ Delete Calendar Global ltem [
[ Edit LearnCenter Page Properties Sa & b
¥ Edit LearnCenter Appearance
(#¥ manage Files I =oa R 0
 Manage LearnCenter Pages
Edit LearnCenter Pages mouse = om R 0
Manage Custom Fields
Manage Users (Bsse) bs) carn = R =

Manage Users (Advanced)

Manage Roles

Manage Supervisor Roles

Manage Supervisor Accounts

Manage User Groups

Manage Gradebook

Manage Online Courses

[ Edit Online Courses

¥ Manage Synchronous (Online) Courses

» Tools A

v Users N

Addfinsert Users
Bulk Import Users

I S

Step

Action

45.

Let's look at the User Permissions for View Content.

Click the Plus sign object.

46.

The checkbox next to View Content is checked and automatically selects all
subtopics under it.

There are a few ways to deselect the checked options.

Click the Checkbox option.
b

47.

To check all under View Content,

Click the Checkbox option.

48.

Note: The selections on this page are for training purposes only.

All selections may not be available or used outside of training.
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Step Action
49. Now you will deselect only a few of the permissions.
Reviews won't be used within CAPPS Learn so you will remove this option from the
User Permission.
Click the Insert Reviews option.
L
50. Click the Edit Reviews option.
v
51. Click the View Reviews option.
L
52. Click the Save button.
Save
53. Go back and see the changes.
Click the Plus sign object.
54. Note the selected View Content User Permissions for Reviews are no longer
assigned.
55. Click the Return to User Properties link.

73 Return To User Properties
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=] User Properties - Google Chrome ¥ — |E=mEEn Y Switch to Classic View -

@ Secure | https://stgcapps.learn.taleo.net/controlPanel/panels/users/popup/user_editasp?us

User Properties [ save v | [Exporio G5V v | o Export

¥ Instructions

User details may be edited in the ‘Details’ section below. These additional user tools are also
available

il Account Settings
G\ User Permissions Additianal User Tools IEName Actions
- Site Use Summary

[E5] Advanced Learning Properties 3 = o (] @
- Details * Incieates required fiekd I = om R (] o
Username * |00T10031220
Sa B0 O
First Name * |Poppy
Last Name * [seea Ba % O e
Street 1 IfPsLeam e R O o

Street 2
City
State/Province

Postal Code
Day Phone
Evening Phone
Pager

Mobile Phone

Email |e anms learn@e na tevas nn

Addfinsert Users
Bulk Import Users
Completion Status
Groups

Supervisor Accounts
Supervisor Roles
User Roles

Step Action

56. Click the Maximize button.

=

57. Click the scrollbar.

58. This area provides details on access granted to the User and the User's last access.

59. Click the scrollbar.
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EUser Properties - Google Chrome 90 e o) [t
& Secure | https://stgcapps.learn.taleo.net/controlPanel/panels/users/popup/user_edit.asp?userlD=1141998DCT =0&isessionid=3-1DDBDADD-8908-4527-9144-5(

User Properties [ save

+ Instructions
User details may be edited in the Details' section below. These additional user tools are also available

E‘ACCOUH‘ Settings
a
i\ User Permissions }Audmuna\ User Tools

. Site Use Summary
[E] Advanced Learning Properties

¥ Details * Indicates required fiek
Username * 00710031220

First Name * Poppy

LastName * Seed

Street 1

Street 2

City

State/Province

Postal Code

Day Phone

Evening Phone

Pager

Mobile Phone

Email capps learn@e pa texas gov

Email 2

Manager Name

Date Created November 29, 2016 8:48 AM G3T
Date Joined November 29, 2016 8:48 AM G3T
Date Last Access N/A

Step Action

60. Click the Account Settings link.
it Account Settings

61. The User Account Settings page is where your account settings and passwords exist
for your LearnCenters.

Password resets are handled by your system security team or system administrator.

62. The Admins will not use the Account Settings section.

63. Click the Return to User Properties link.
<= Return To User Properties

64. Click the Site Use Summary link.
. Site Use Summary

65. Click the Return to User Properties link.
<a Return To User Properties

66. Click the Advanced Learning Properties link.
Advanced Learning Properties
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Step Action

67. You can view the User Mappings options.

Click the button to the right of the View field.

L

68. This screenshot shows you the different views that are available.

You will not select any at this time.

69. Click the Return to User Properties link.
<a Return To User Properties

[0 User Properties - Google Chrome. 0 — e = e

& Secure | httpsy//stgcapps.learn taleo.net/controlPanel/panels/users/popup/user_edit.asp?mode=edit&sessionid=3-1DDBDADD-8908-4527-9144-50366E8B3C43

User Properties [ save

¥ Instructions
User details may be edited in the ‘Details’ section below. These additional user tools are also available

1t Account Settings
o,
i User Permissions }Admhnna\ User Tools

. Site Use Summary
[E] Advanced Learning Properties

¥ Details * Indicates required field
Username * 00710031220
First Name * Poppy
Last Name * Seed
Street 1
Street 2
City
State/Province
Postal Code
Day Phone
Evening Phone
Pager
Mobile Phone
Email capps.learn @e pa.texas.gov
Email 2

Manager Name

Date Created November 28, 2016 8:48 AM csT
Date Joined November 28, 2016 8:48 AM csT
Date Last Access NIA

Step Action

70. Click the Close button.

—
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L

» Advanced Learning

» Appearance

» Assessments/Surveys

» Assignments

» Categories

» Communica

» Content

Users

» Filters

¥ Users Actions

Primary Sort  [Usemname Y9G

Secondary Sort | Select Secondary Sort ¥ | @ {3

5 users available, showing 1-5

L 4 Last Name

eCommerce

Enroliments

External Training

Gradebook

T

Integrations

LearnCenter Design

Prerequisites

Reports

Resources

Social

Sub LearnCenters

3
3
3
3
3
3
3
» Options
3
3
3
3
3
3

Tools

v Users

Addfinsert Users
Bulk Import Users
Completion Status
Groups

Supervisor Accounts
Supervisor Roles
User Roles

Users

» Virtual ILT

4///////////4/4/4/4/4/4/4/4/4///4444%4‘,

00710031218 Copy
00710031220 Seed
ADMINISTRATOR Admin
MINNYMOUSE Instructor
SUPERVISOR1 Supervisor!

5 users available, showing 1-5

o
¥

First Name
Carbon

Foppy

Leamn
Minnymouse:

CAPPSLeam

v

¥ switch to Classic View

Exportto G5V

[ S S R |

B 2 3 B [

v @ Export

Actions
O
]
O
0O
O

A

Step

Action

71.

The Note icon allows you to enter notes and/or attach a document to a User.

This is a reportable field so please do not enter any sensitive information.

Click the Notes link.

C
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=] User Form Notes - SUPERVISORL - Gaogle Chm T —— loahi=) o Ty switch to Classic View -
@ Secure | httpsy//stgcapps.learn.taleo.net/LCNet/ControlPanel/Item/ItemNote.aspx? i=3-1DDBDADD-8908-4527-914
User Form Notes - 00710031220 I v i export
» Filters
¥ Notes *Add Note 8 Change Status

No notes for this user
Actions &/

e B0 ©
* B0 ©
n* 280 o
20 ©
s EDL o

Supervisor Accounts
Supervisor Roles

User Roles

Step Action

72. Click the Add Note button.
s Add Note
73. You have the option of entering notes and attaching a document.

Click the Return to Note List link.
<= Return to Mote List
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=] User Form Notes - SUPERVISORL - Gaogle Chm T —— loahi=) o Ty switch to Classic View -
@ Secure | httpsy//stgcapps.learn.taleo.net/LCNet/ControlPanel/ltem/ItemNote.aspx?sessionid =3-1DDBDADD-8908-4527-914 i
User Form Notes - 00710031220 1
» Filters |
- Notes s Add Note € Change Status

No notes for this user

Actions &/
8 (] O
B O
*BD
*BED O
® O

Supervisor Accounts
Supervisor Roles
User Roles

Step Action

74. Click the Close button.

25|

ORACLE’ Training Learn Center (7]
= 0 L) Users ¥ switch to Classic View
i N
» Advanced Learning y » Filters
» Appearance N
&  Users [Actions v ] [EworttoCSV v | e Export

» Assessments/Surveys

A

Primary Sor
Secondary Sort | Select Secondary Sort v

5 users available, showing 1-5

0 G 00
Q00

» Assignments

A

» Categories

A

» Communications

A

PRCIREE Usemame 4 Last Name First Name Actions W
} eCommerce

] O o
*ED
*ED
*BED
*ED

A

00710031218 Copy Carbon

A

» Enroliments

A

00710031220 Seed Foppy.

External Training

A

Gratebios ADMINISTRATOR Admin Leam

[hg

MINNYMOUSE Instructor Minnymouse

A
[}

Integrations

A

LearnCenter Design

A
[H S N S |
- |

SUPERVISOR1 Supervisorl CAPPSLeam

A

5 users available, showing 1-5

A

Prerequisites

A

Reports

A

Resources

A

Social

»
»
»
»
»
» Options
»
»
»
»
»

A

Sub LearnCenters

-
M
S
&
A

A

w Users

Addfinsert Users
Bulk Import Users
Completion Status
Groups
SUEEI’V\SNACCDUMS -
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Step Action

75. Now you will work with the Actions List for User - Carbon Copy.
You must select the User to perform the Action.

Click the Selection for User - Carbon Copy option.

76. Click the button to the right of the Actions field.

L
77. Various tasks that can be performed are listed.
ORACLE’ Training Learn Center [7]
L | Lo} Users ) Switch to Classic View
P Advanced Learning A } Filters
¥ Appearance N
» AssessmentsiSurveys R v Users e i vl oon
» Assignments A Primary Sort e ments

- Secondary Sort [ Assignments
PAC BTE] Gradebook

5 users availab|  Courses started

A

A

» Communications Courses completed

E] Skills ) §
» Content Usermname Certic ation Profiles Actions &
-
» eCommerce N Forms
0T 100: redits @
» Enroliments A DOTI0031218 | g Cferings = 0
Learning Plans
¥ External Training A 00T10031220 | Chat Rocms = om R (|
Forums
5
» Gradebook N Complefion Certicate a
— ADMINISTRA]  Evternal Training Boa R ]
»IT N Manage User's Assignments
" 3 MINNYMOUS) Mep To n % B
} Integrations N Learming Plan - = « B0
5
» LearnCenter Design | SUPERVISOR1 Supervisorl CAPPSLeam = om R (]
» Options A
= 5 users available, showing 1-5
» Prerequisites A
» Reports A
} Resources ¥
» Social ¥
} SubLearnCenters |
» Tools ¥
v Users N
Add/insert Users
Bulk Import Users
Completion Status.
Groups
Supervisor Accaunts hd

Step Action

78. Click the Enrollments list item.

Enrcliments
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ORACLE Training Learn Center

“« 0 =)

» Advanced Learning

User Control Actions

¥ Actions
» Appearance
Current action Jiew Users Enroliments
» Assessmentsi/Surveys

» Assignments ¥ Enroliments assigned to user 00710031218

» Categories Event Type Event Title Enroliment Name
» Communications _

Instructor Led CST - Finance CST -Finance
» Content Training Session Department Department

» eCommerce

» Enroliments ~ Enroliments User 00710031218 Is An Admin For

» External Training Event Type Event Title Enroliment Name

» Gradebook Instructor Led

Training Sessien

CST - Finance
Department

CST - Finance

ol Department

O ) Instructor Led TTT Team Building TTT Team Building
Training Session Training Training

» LearnCenter Design

Instructor Led

Training Session

Training Expo -
Agency#

- Training Expo -
» Options Agency#
b Prerequisites
» Reports
» Resources
» Social
» SubLearnCenters
» Tools
w Users
Addfinsert Users
Bulk Import Users

Completion Status
Groups

Supervisor Accounts

Status/Dates

Pre-Status:Approved
Post-Status:Completed
Start:1/31/2017 8:00 Ah
End:1/31/2017 4:00 PM

Status/Dates
Start:1/31/2017 8:00 AM
End:1/31/2017 4:00 P

Start:2/7/2017 9:00 AM gsT
End:2/7/2017 5:00 PM

Start:2/8/2017 8:00
End:2/22/2017 5:00

Step

Action

79.

The Enrollments for Carbon Copy are listed.

Click the scrollbar.

80.

If you need to get back to the User List,

Click the Users link.

lsers

81.

Click the Collapse button.

82.

Click the Home button.

83.

Congratulations! You have completed this lesson.
End of Procedure.

Creating a Dynamic Group & Mapping Users

Section 2 - Lesson 1, Exercise 4 - Creating a Dynamic Group & Mapping Users

The Dynamic Groups feature enables you to automate the process of assigning Users to Groups, Learning
Plans, and Skills based on specific User criteria you pre-select. As Users are added to the LearnCenter, or
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as their User Profile information changes (new position, the process of adding them to or removing them
from appropriate Groups and assigning them to appropriate training can be handled automatically by the
LearnCenter.

Procedure

In this lesson, you will learn how to create a Dynamic Group and Map a User to the Group.
1) The Dynamic Group name: Training Group

2) The User Role: Learn INSTRUCTOR

3) The First Name of User added to the Dynamic Group: Minty

ORACLE Agency Demo Stage Center e

» 0 = 4
» Advanced Learning
» Appearance
» Assessments/Surveys
» Assignments
» Categories
» Communications
» Content
» eCommerce
» Enroliments
» External Training
» Gradebook
» LT ORACLE
» Integrations
P LearnCenter Design
» Options
P Prerequisites
» Reports
» Resources.
» Social
» Sub LearnCenters
» Tools
» Users

» Virtual ILT

#100% v

Step Action
1. Click the Users link.
2. Click the scrollbar.
Click the Groups link.
Bround
4. There is one group already existing named - Instructor Groups.
The Instructor Group has a total of 3 Users.
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Step Action

5. You will add another Group.

Click the Add Group link.
Add Group

6. Enter the desired information into the Name field. Enter "Training Group".
i [ |
7. You have an option of entering a Description as well. For training purposes, you

will skip this option.

8. The Owner field will default.

If an Owner needs to be added or deleted you can use the applicable buttons.

9. Click the Save button.
Kave

ORACLE Agency Demo Stage Center e

“ 0 ) Edit Group Saved x [ Save| <2 Back toall Groups
» Advanced Learning

- Group has been added successfuly. e
Details | Dynamic Criteria | Love oo ceere e =
» Appearance
» Assessments/Surveys ¥ Details * Indicates required field
» Assignments Name * Training Group
» Categories
Communications
L Description
» Content
eCommerce
3 Carbon Copy (DDT10031218)
P Enroliments
» External Training
Owner "
» Gradebook o Add
»ILT
» Integrations -
Permission [lonly allow Gwners to Edit Group
» LearnCenter Design
A Status * ® active Olnactive O Date Range
» Prerequisites.
» Reports
» Resources ELELTY
s Add
» Social
» Sub LeamCenters
» Tools (® Closed (Users cannot join, they must be added by group owners or supervisors)
Self Service * O Open - Approval Needed (Group owners or supervisors must approve users fo
 Users join group)

Addfnsert Users () Open - No Approval Needed (Any user can join)

Bulk Import Users Code * |0a00d223-zaM2-4e0-80be-6 1625300372 v
Completion Status

p learn.taleo.net/C, p groupCod d 4 bb. 5F03-D635-445F-BFCF-5B4TAC251400%  H100% ~

Step Action

10. Click the Dynamic Criteria link.

Dynamic Critena
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Step Action

11. The Dynamic User Criteria tab is used to establish whether the group will be
Dynamic or Static.

If this page is not filled in, the group will automatically be Static.

The only way to make it Dynamic is by filling out this page.

12. In this example, we will be working with the Users.
13. Click the Users list item.
Users
14. Click the Field Name list.
Field Name | [select field] v
15. Click the User Role list item.
User Role
16. The Value field automatically populated but the down arrow can be used to select

another User Role.

You will be using the value Learn_Instructor.

17. Click the Preview Results button.

Preview Results

18. Click the Dynamic User Results pointer.

|
19. There are 3 Users that have the User Role - Learn_Instructor.
20. Click the Save button.

H
21. Click the Users link.

Users

22. You are going to Add an additional User to the Dynamic Group.

Click the Add Users button.
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ORACLE:

Agency Demo Stage Center

& Users Selector - Intemet Explorer provided by Texas Comptroller

I e———r——"

/UserD:

Users Selector

| ~ Instructions

w Filters

Field(s) ining
Username,
First Name|
Last Name|
Group] Select one v

Number of Users per Page

v Users List

i| Users who were already selected may be indicated by a grayed out checkbox.You may not deselect these users here. Use the checkboxes to the right of the
usermname to select the users, then click the ‘Return Selected' button.

Usernames Beginning With Show All [0-9]
ABCDEFGHIJKLMNOPQRSTUVWXYZ

Combination Filters Select criteria from any or all filters

Users With Status.
Mipenied Mlpending

M Approved [CIremoved

[Coisabied Access

No users found for the specified filter criteria

Step Action

23. Enter the desired information into the First Name field. Enter "Minty".

First Name]

24. Click the Search button.
Search

25. Click the Action option.
]

26. Click the Return Selected link.

< Return Selected
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ORACLE Agency Demo Stage Center [7 3

“ 0 ] Edit Group [ Save ¢ Back to all Groups

» Advanced Learning

ST Details | Dynamic Criteria || Users | SubGroups | Mappings
» Assessments/Surveys v Filter

» Assignments Find [

} Categories CETEET TS
gL Number of Users per Page

» Content

» eCommerce :
v Users s Add Users ¥ Move to Excluded  §§ Delete Users

» Enroliments
B i 4 users available, showing 1-4
PRGSO, First Name a Last Name User Name %e;:be' |
»ILT
Poppy Seed 00710031220 & ]
» Integrations
» LearnCenter Design Folgers Coffes SR @ O
» Options Minty Menthol MCHE438 ® O
P Prerequisites.
Minnymouse Instructor MINNYMOUSE ] O
P Reports
P Resources 4 users available, showing 1-4
» Social -
¥ Excluded Users sfrAdd Users /% Move to Users  §§ Delete Users
» Sub LeamCenters
» Tools There are no users at this time. To add users, click ‘Add Users' above
v Users
w Users to Approve Approve Den
Adafinsert Users e SLEE © Deny
Bulk Import Users (v}
Completion Status There are ne users to approve at this time.
#100% v
Step Action

Click the Save button.
INaveE

28. Click the Back to all Groups link.

29. The Training Group is added to the list of Groups.

30. Click the Control Panel Home button.

31. Congratulations! You have completed this lesson.
End of Procedure.

Validating Role Config & Security Permissions

Section 2 - Lesson 1, Exercise 5 - Validating Role Config & Security Permissions

LearnCenter User permissions are the keys to the LearnCenter. As an Administrator, you have the
authority to grant or deny User permissions for other users. When you grant a user a permission, you are
giving that user the right to access functionality, fields, or pages to which other users may not have access.
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Denying permission takes away that user's right to access that information. Some fields and functionality
are tied to User permissions, and if a user does not have those permissions that user will not be able to
access that field or functionality.

Procedure
In this lesson, you will learn how to map a User to a role and view/edit role permissions.
1) User Role: Learn INSTRUCTOR

2) Adding User: Poppy Seed

Step Action

1. NOTE: Delivered baseline roles should not be changed due to the custom
interface.

Before making modifications to permissions, it is recommended that you consult
with CPA first, as it may impact Users access.

ORACLE Agency Demo Stage Center (7]

“ 0 ) 4
» Advanced Learning
» Appearance
» Assessments/Surveys
» Assignments
} Categories
» Communications
» Content
» eCommerce
» Enroliments
» External Training
» Gradebook
P LT ORACLE
» Integrations
» LearnCenter Design
» Options
» Prerequisites
» Reports
» Resources
» Social
» Sub LearnCenters
» Tools
» Users

» Virtual ILT

#100% v

Step Action

2. Click the Users link.
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ORACLE’

«@EE®D

5§

#

» Advanced Learning

A

» Appearance

A

» Assessments/Surveys

A

» Assignments

A

» Categories

A

» Communications

A

» Content

A

» eCommerce

A

» Enroliments

A

» External Training

A

» Gradebook

A

P ILT

A

» Integrations

A

» LeamCenter Design

A

» Options

A

» Prerequisites

A

» Reports

A

P Resources

A

» Social

A

» Sub LearnCenters

A

» Tools

A

» Users

Addlinsert Users
Bulk Import Users
Completion Status

Agency Demo Stage Center

ORACLE’

v

H100% ~

Step

Action

Click the scrollbar.

Click the User Roles link.

Liser Roled

You will be editing the User Role - LRN_Instructor.

Click the Manage Users button.

[

There are 2 users that are mapped to this Role. You will add another User.

Click the Add Users link.
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ORACL &

Agency Demo Stage Center

(& Users Selector - Internet Explorer provided by Texas Comptroller

Pr—=)

tal

@ https://s I

lenet/

JserD.

ile=8d8110408-7758-692 ﬂ‘

Users Selector

+ Instructions

w Filters
Us:
ABCDE

‘Combination Filters Select criteria from any or all filters
Field(s) containing

| usename|

|| First Name[]

Last Name,
Group| Select one ~

Numer of Users per Page

+ Users List

Users who were already selected may be indicated by a grayed out checkbox.You may not deselect these users here. Use the checkboxes to the right of the
username to select the users, then click the ‘Return Selected" button.

emames Beginning With Show All [0-2]
FGHIJKLMNOPQRSTUVWXYZ

No users found for the specified filter criteria

tus

Users With Status
[¥iDenied MIpending
[ Approved [JRemoved

[Cpisabled Access

H100% v

Action

Enter the desired information into the First Name field. Enter "Poppy".

First Name]|

Click the Search button.
Search

Click the Selection option.

O

10.

< Return Selected

Click the Return Selected link.
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ORACLE Agency Demo Stage Center e
“ 0 " View Users Mapped to Role & Retur To User Roles
» Advanced Leaming N
< ¥ Role # Edit Role
» Appearance A !
» Assessments/Surveys A Name Learn_INSTRUCTOR
} Assignments = Description Agency Instructor
N Y
» Categories N + Users Mapped to Role e Add Users €5 Change Status
» Communications |
+ Content 5 3 records avallable, showing 1-3 Page 10f 1
I 5 ; ) X
PAECTIRINETCE] Username Last Name, First Name Actions /]
Y
» Enroliments |
- MFOL744 Coffee, Folgers. O
» External Training A
T &Y MINNYMOUSE Instructor, Minnymouse ]
Y
bt E I 00710031220 Seed, Poppy O I
} Integrations |
3 records avallable, showing 1-3 Page 10f 1

A

» LearnCenter Design

A

» Options

A

» Prerequisites

A

» Reports

A

» Resources

A

» Social

A

P Sub LearnCenters

A

» Tools

A

w Users

Add/insert Users
BUIK Impart Users v
Completion Status

®100%

Step Action

11. Poppy Seed is added to the list of Users that are mapped to the Role.

Click the Return To User Roles link.
¢a Return To User Roles|

12. Now you can view/edit the Role Permissions that are assigned.

Click the Edit Permissions button.

i

13. It is recommended to review the existing User permissions before modifications are
made as this may impact Users access.

We will leave the Role Permissions, as is, for this example.
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ORACLE’ Agency Demo Stage Center

Role Permissions 4= Return to Role Properties.

v Instructions
Permissions granted to this Role have checkmarks next to them. To activate permissions,
check the boxes next to them. To revoke a permission, clear the checkbox next o it. Be
‘sure to click the "Save’ button before closing this window.

Role Learn_INSTRUCTOR (Agency Instructor)

+ Role Permissions

[JLeamCenter Co-Owner (Autamaticaity givan all ights beiow for this LsmCanter and any of its
Sub LesmCenters)
[CJWiew Content (Requires for Defeut Uszrs)
[l Use Communication Tools
Delete Calendar Global item
LJEdit LearnCenter Page Properties
Edit LeamCenter Appearance
=X Manage Files
[ Manage LearnCenter Pages
Edit LeaCenter Pages
[ Manage Custom Fields
@[ Manage Users sssic)
L_Manage Users (Advanced)

Active ™

[nc\udes all users in the LeamCenter.

l*scri ption
efault role for all users.
fgency Instructor

A

» Resources

A

» Social

A

P Sub LearnCenters

A

» Tools

A

w Users

Add/insert Users

s Add User Role

Actions
&
2 70 &

Step

Action

14.

<3 Return to Role Properties

Click the Return to Role Properties link.

ORACLE’ Agency Demo Stage Center

User Role Properties - Internet Explorer provided by Texas Comptroller
P o Pt
s ——

o e |

Otherwise an error message will sppear

ps Jeam.taleo. P sers/popup/role_edit.asp?rolelD=236&DC ﬂ\
User Role Properties ~
Instructions
Role details may be edited in the ‘Role Information’ sectian below.
% Role Permissions
b
| Role Information
i Name [Leam_INSTRUCTGR
ff Description [Ageney Instructor
I Date Updated 112972016 10:49 AM ST
Updated By MFOLT44
Active %}
i
1fthe save is sucoessful, this window wil close. v

Active ™

[nc\udeﬁ all users in the LeamGenter.

descri ption
efault role for all users.

}gency Instructor

» Resources

» Social

» Sub LeamnCenters

» Tools

4/,/,/,///"

» Users

Add/insert Users

s Add User Role

Actions
%
2 70 %
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Step

Action

15.

We didn't make any changes so we can Cancel instead of Save.

Click the Cancel button.

ORACLE Training Learn Center [ 3
“a User Roles
» Advanced Leamning
~ Filters

» Appearance
» Assessments/Surveys Status
» Assignments ~ Roles s Add User Role
» Categories * Default User role cannot be renamed and automatically includes ll users in the LearnCenter.
» Communications Status  Name Description Actions
» Content o

v User Default role for all users B
» eCommerce

Leamn_INSTRUCTOR Agency Instructor 2 7520 %

» Enroliments . N
» External Training
» Gradebook
»ILT
» Integrations
» LeamCenter Design
» Options
» Prerequisites
» Reports
» Resources.
» Social
» Sub LearnCenters
» Tools
w Users
Addlinsert Users

Bulk Import Users v
Completion Status

H100% ~

Step Action

16. Click the Collapse All button.

=

17. Click the Control Panel Home button.

18. Congratulations! You have completed this lesson.
End of Procedure.

Managing/Defining Message and Notices
Section 2 - Lesson 1, Exercise 6 - Managing/Defining Message and Notices

Procedure
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In this lesson, you will define a message for Communications.
ORACLE Training Learn Center )
“ 0 D) 4

» Advanced Learning

» Appearance

» Assessments/Surveys
» Assignments

» Categories

» Communicatiens

» Content

» eCommerce

» Enroliments

» External Training

» Gradebook

b T . ORACLE
Step Action

1. Click the Communications link.
¢ Communications

2. Click the Messages link.

Messages

3. You can use Filters to find specific messages according to the Status and/or the
Event Type.

4, There are (3) Message statuses: Active, Inactive, or Both.
Click the Status dropdown button to activate the menu.

Active ¥
5. You will be using the Active status.

Click the Active list item.
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ORACLE Training Learn Center (7]
« 0 =) Messages
. W
» Advanced Learnin h i
= = ¥ Filters
» Appearance N | |
Name
» AssessmentsiSurveys N
} Assignments A Subject [ ]
5
» Categories | status
cath =
w» Communications Event Type W
Messages [All Event Types] [P
Notices Pagination Bl Reporting ler page
Notifications Certific ation Track
Class
» Content ¥ Gompletion Status
Course
» eCommerce 9 Credt
- - g Learning Plan P set Columns & Change Status
» Enroliments Commerce
Enroll it
» External Training N 1 message available, showing 1-1 el Tramis
& Forum
» Gradebook Meeeaes Crocn
ol A Type Name Subject ILT Session yers  Status Actions &/
Job Profile
. & Enrolment  Enrolment  Enrollment o B
» Integrations Complet Complet Complet e v dase O
G EEER L T Cerlificate _ Certificate _ Certificate Review
Security
» Options N 1 message available, showing 1-1 skil ~
} Prerequisites A “ 3
» Reports A
} Resources |
» Social |
} SubLearnCenters |
» Tools A
» Users A
» Virtual ILT h ~

Step Action

6. Click the button to the right of the Event Types field.
[4ll Event Types] ¥

DES &

7. All Event Types are listed.

Click the Enrollment list item.

Enrcliment
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ORACLE Training Learn Center (7]
« 0 =) Messages
» Advanced Learning v Filters
» Appearance
Name

» Assessments/Surveys
} Assignments Subject
» Categories Status Active ¥
Sl Event Type Enrolment v

Messages

Notices Pagination 5 v Messages per page

Notifications
» Content Search Reset
PSLUHNIGTES + Messages FT. Set Columns €3) Change Status
» Enroliments
» External Training . 1 message available, showing 1-1
» Gradebook i

Message Event
- Type Name Subject Type 4 Triggers Status Actions v
- Enrollment  Enrollment  Enrollment
» Integrations Complet Complet Complet Enrollment "’ ] & &
o S Cerfficate Certificate _ Certificate
» Options 1 message available, showing 1-1
» Prerequisites L3
» Reports
» Resources
» Social
» SubLearnCenters
» Tools
» Users
» Virtual ILT ~
.
Step Action
8. Click the Search button.
Search
9. You will edit the Enrollment Completion Certificate message.

Click the Edit button.

d

4

10. You are able to edit the Name, Subject, and Body of the message.

11. Message templates offer a dynamic object tool to modify your messages.

By selecting the delivered dynamic content, you can personalize the messages for
your Users.

12. The Dynamic Object cannot be changed.

13. You will add a few words into the Message Body.

Click in the field.
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ORACLE Training Learn Center (7]
« 0 - Edit Enrollment Message “a Refurn to Message List 4 View Message Detail
» Advanced Learning A R o
A N
» Appearance v Message Status

A

» Assessments/Surveys Name [Enroliment Completion Certicate

status @ Active () Inactive

A

» Assignments

¥ Message Subject

Enrolment Completion Certic ate
Insert Dynamic Content v

A

» Categories

A

» Communications

Messages -
Nofices Message Body
Notifications Dear [[User First Name]] [[User Last Name]]
» Content ¥ You have completed the enroliment [[Enroliment Name]] and have obtained the attached certificate.

A

» eCommerce Please view and print the attached cerfificate for your own records

A

» Enroliments

A

» External Training

A

» Gradebook

» T N y
O i) i Insert Dynamic Content v
- Y
» LearnCenter Design N ~ Message Attachment s Insert From Resource Manager §§ Delete Attachments
» Options ¥
» Prerequisites ¥ Choose File | No file chosen dfaInsert
} Reports ¥ :
Type Size ]

A

» Resources

No attachments

A

» Social
} SubLearnCenters |

v ge Triggers
» Tools | .

This message cannot be set to use iggers
» Users A

< ¥ Select LearnCenter

» Virtual ILT A Save C -

Step Action

14. Add a few spaces under the existing text.

Press [Enter].

15. Press [Enter].

16. Enter the desired information into the field. Enter "Thank you!".

17. Click the scrollbar.

18. You may choose to use the Message Attachment feature.

You will need to browse your computer for the file in order to attach it.
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Messages
Notices
Notifications

» Content

» eCommerce

» Enroliments

» External Training

» Gradebook

P LT

» Integrations

» LearnCenter Design

» Options

» Prerequisites

» Reports

» Resources

» Social

» SubLearnCenters

v Message Body
Dear [[User First Name]] [[User Last Name]]
You have completed the enroliment [[Enroliment Name]] and have obtained the attac hed certific ate.
Please view and print the attac hed ¢ ertific ate for your own records.

Thank youl|

Insert Dynamic Content v

¥ Message Attachment s Insert From Resource Manager §§ Delete Attachments

Choose File | No file chosen s Insert

Filename Type Size

No attachments

¥ Message Triggers

AT This message cannot be setto use triggers.
» Users
v Select LearnCenter
¥ Virtual ILT Save Customizations
& Only this LeamnGenter
Selected LearnCenter
Save
Step Action

19.

Click the Save button.

Save

20.

Click the Return to Message List link.
<2 Return to Message List

21.

Click the Collapse link.

22.

Click the Home link.

23.

Congratulations! You have completed this lesson.
End of Procedure.

S2L2 - Content and Training Admins

Configuring/Displaying LC Pages

Section 2 - Lesson 2, Exercise 1 - Configuring/Displaying LC Pages

Procedure

In this lesson, you will learn how to edit a page by adding a Dynamic Object (DO) link.
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- You will walk through the steps of adding a WBT class link to the Main Web Page - Home
Screen.

Step Action

Note: Internet Explorer (IE) will not work with the LearnCenter page editor
(WYSIWYG).

C@p ps HOME | CONTACT | LOGOUT
CorraizedAcconmtng sdPapallFerorndlSptem
S~ 7 4% -
Welcome!
This is the new Learning Management system known as CAPPS Learn AGENCYORT
Course Catalog > where you have access to curriculum designed to meet your training needs IMAGE
‘You can register for instructor led fraining sessions, launch web based
courses and track your training progress
My Training >
Records
AGENCY NEWS OR TRAINING UPDATES
My Learning Plan 3 = Leam more about Agency Training Polices
My Team >
J SECTION #1 SECTION #2 S
Search | This area could be used to highight This area could be used to highiight This area.
Course/Learning Plan/Course Catalog data Course/Learning Plan/Course Catalog data Course/Learr
Texas.gov Statewide Search from the Texas State Library State Link Policy
‘Glenn Hegar, Texas Comptroller Comptroller Texas.Gov Contact Us
Accessibility Policy Link Policy Public Information Act

b

Step Action

2. Click the Edit Mode button.
"'ﬁ
3. From this page you can identify the Region (area) of the page where you want to add
course/class DO link.
4. Click the Insert New Area Here link.

* Insert New Area Here
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Step

Action

5.

You can change the Area Type but we will use the Free-Form (Text and Graphics)
option.

Click the Add Area button.
Add Area

The LearnCenter Page Editor will be displayed in the center of the page better
known as the WYSIWYG editor.

It is used to design a LearnCenter page. It uses buttons similar to those you are
already familiar with in other software programs.

To add a Dynamic Object for the course/class link,

Click the Lightning Bolt button.

7

capps

Gt Acomingand Fapl

I 4] Dymarmic Object - Googie Chrome I
a2

ML L L T L e e e g ==

& Secure | httpsi/stgcapps.leamn.talea.net/LCNet/Dialog/DynamicContentFrame.aspxisessionid=3-49396A5A-396C-4D 1 F-8947-1A3EBAECDDE 7 &thtml=

1
Dynamic Object

Object Types =
Expand All
=l coliapse a1

Advanced Learning

#-Assessments
Assignments
Career Planning

-Categories
Classes/Courses
Enroliments

+ILT Sessions
LearnCenter
Reporting

~Training And Credits

|

Step

Action

Click the Classes/Courses link.

Classes/Courses

Page 67

CAPPS HR/PAYROLL
EUT Course




CAPPS HR/PAYROLL C S
EUT Course

Centralized Accounting and Payroll/Personnel System

Step Action
9. Click the Class Link link.
Class Link
10. In order for your class to be available it has to be in the showroom otherwise it will
not be displayed.
Click the Insert Class link.
s Insert Class
11. The Class Link Selector page allows you to use Filters to search for the Class or
review the Data List for the classes available.
12. You will be using the Class named "lesson".
Click the Select option.
13. The Returned Selected button serves as a Save on this page.

Click the Return Selected button.
Jl Return Selected

e

capps

LE
=F

1

Dynamic Object #Return Selected

Object Types ~  Class Link
Expand All
= Collapse All Step 1: Choose the class you wish to link to:

s Insert Class
@-Advanced Leaming

[H-Assessments \ lesson \

[#-Assignments Step 2: Choose the text for the link (the user clicks on this)

[chek Here |

Career Planning

Gategories
Classes/Courses
i-Class Link
- Course Category
i-Courses Completed
i-Courses Started
L-Your Course Link
-Enroliments
ILT Sessions
LearnCenter
&-Reporting
Training And Credits

|
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Step

Action

14.

Step 2 is referring to the text that the User will see and will click on to access the
Class.

The text already includes the words Click Here but we want the text to read - Click
Here for the Course.

Enter the desired information into the field. Enter " for the Course".

capps

Centraioed Accourtingand Payol

i i Dymarric Ohject - Google ChromE NI .é i
E -
3

C ASARFTRSEWI T #

===

& Secure | httpsi//stgcapps.learn.talec.net/LCNet/Dialog/DynamicContentFrame.aspx?sessionid=3-C3874960-EF75-444E-A114-9D3D03F53358&html=

Dynamic Object +Return Selected

Object Types | Class Link
Expand All
 Collapse Al Step 1: Choose the class you wish to link to:
g Insert Class

E-Advanced Learning
E-Assessments [lesson |
E-Assignments Step 2: Choose the text for the fink (the user clicks on this)

Career Planning [Ctck Here for the Course ]

Categories

Classes/Courses
i-Class Link
- Course Category
i-Courses Completed
i-Courses Started
L-Your Course Link
&-Enrolments
ILT Sessions
LearnCenter

[-Reporting

Training And Credits

I
@l
[ ]
Step Action

15.

Click the Return Selected button.
+ Return Selected

16.

The link for the course appears in the WYSIWYG Editor as a link.

(This is what it will look like on the Home Page.)
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Hdoa B9 s cagmaX/9 e B s[U=E
HAieiez% 3 e HE T =3 | @7 wu
—j k* 5 | Paragraph ~ Default Font </ Size < Zoom -

Click Here for the Course

EIHTML QuPrevien

HOME | CONTACT | LOGOUT

A-Y- dEHQAEHIHIAM/ESHOHG

X X odadn 2|2 QD BEREM

©

Centralized Accountmng and Payroll Personnel System

Words:5 Characters:25

Step Action

17. Your work must saved.

Click the Save button.

|

18. There is a Preview in the blue boxed area and you can determine the Display

Options, if applicable.

19. You notice that in the Preview, you should have used Class instead of Course.

Use the Edit button to fix this error.

20. Click the scrollbar.

21. Click the Edit button.

s

22. You will use the View Icon to find and replace text.

Click the Find link.
F
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HOME | CONTACT | LOGOUT

©

Centraized Accountingand FayrollPersomnd Sstem

HERASY s hARB®EX|9 ¢ B [0 FA-Y- JEAQATTEMN/ FHFOHe
AN EEEE= | RS w Ex kA S Q2O BK|EM
JJ{J k* I | Paragraph ~ Default Font ~ Size * Zoom ~

Click Here for the Course

Find and Replace ==

Frgwhet: [ ]

il D [repace ]

Replace all
1) Match whole word only
O ot cose

[BHarmal] BHTML Qprevien

Words:5 Characters:25

Step Action

23. Enter the desired information into the Find what field. Enter "Course".

24. Enter the desired information into the Replace with field. Enter "Class".

HOME | CONTACT | LOGOUT

©

Certratzed Accountingand PayollPersomel System

HEAR AET s 2ABE®X |9 | B 7/[O]= A Y- AAIQPTTIV/ ESOHO
AZeZace V3 Wi SE = 1 [ @Fmw P x e fA RS2 98 Y E N
—_u-_'J X+ I~ | Paragraph ~ Defauit Font ~|\Size | Zoom ~

Click Here for the Course

Find and Replace =]

Pt

Replace  [Clasd ] [ Replace |

Replace All
) Mateh whole word only
O ot cose

[C3Mormal] EHTML QuPrevien

Words:5 Characters:25
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Step Action

25. Click the Find Next button.

Fired Next

| x
stgcapps.learn.taleo.net says:
HOME | CONTACT | LOGOUT
Finished Searching the document. Would you like to start again from the
top?
Certratied ecomtigand PayollPersormel Sytem Prevent this page from creating additional dizlogs.

e | MEBSBIEEOH

BEELO

- J k* I5 | Paragraph ~| Default Font =[Size =]/ Zoom ~

Click Here for the Course

Find and Replace [

Find what: | Course

Replace

s Class

Match whole word only

Match case
[Bnormal EHTML Cprevien Words:5 Characters:25
Step Action
26. This screen may come up multiple times unless you select the Prevent option.

Click the Prevent this page from creating additional dialogs option.

217. Click the OK button.
0K
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HOME | CONTACT | LOGOUT

Click Here for the Class

EHTML QuPrevien

©

‘Centralized Accountingand FarollPersona System

Hoapav|s cangmmX/9 e B s[U=E
= P - EEE T = 3 | @m0
o J k* 5 | Paragraph ~ Default Font

ESA-Y- AEACAETIM/ EHOHG

C ke A 2 Q@ BREND

~||Zoom ~

Find and Replace ==
Finduhst:  |Course
Replace

Replace all
Wstch whole wierd only
Cancel

Match case

Words:5 Characters:2d

Step

Action

28.

Click the Replace button.

Replace

29.

Note the change from Course to Class.

Click the Close button.

X ]

30.

Click the Save button.

=

31.

The change is in the Preview area now so you will go to the Home Page to test it.

Click the Home link.

32.

Click the Click Here for the Class link.

Click Here far the Class

33.

The class launched as expected.

Click the Exit this class link.
Exit this class
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Step Action

34, Congratulations! You have completed this lesson.
End of Procedure.

Creating Courses with LC Course Editor

Section 2 - Lesson 2, Exercise 2 - Creating Courses with LC Course Editor

The LearnCenter WYSIWYG (What You See is What you Get) Course Editor, is a web-based authoring
tool available inside your LearnCenter. It allows you to create multimedia web-based content inside your
LearnCenter. This editor is very similar to the Site Editor and Page Editor used to design the main site
header and the LearnCenter Pages.

Some HTML customizations, such as height and width settings, may negatively impact on-screen
viewing. Always test and validate any custom HTML code to ensure that it displays as you intended.

Internet Explorer (IE) does not work well with this editor.

Procedure

In this lesson, you will learn how to create a course with the LearnCenter Course Editor.

ORACLE Training Learn Center (7]
« o L) s
P Advanced Learning
» Appearance
P Assessments/Surveys
P Assignments
P Categories
» Communications
» Content
» eCommerce
» Enroliments
» External Training
» Gradebook
T ORACLE
» Integrations
» LearnCenter Design
» Options
» Prerequisites
» Reports
¥ Resources
» Social
» SubLearnCenters
» Tools
» Users
» Virtual ILT

Step Action

1. Click the Content link.

Content
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Step Action

2. Click the Add New Course link.

Add New Course

Enter the desired information into the Name field. Enter "TTT Training Basics".

4. Enter the desired information into the field. Enter "This course will teach you the
basics in order to train your end users.".
5. Click the scrollbar.
6. Click the Continue button.
Continue
7. Click the Continue button.
Continue
8. Outside of training you should take the time to read the Introduction Overview.

Click the Start Modifying Your Course link.
Start Modifying Your Course

9. The WYSIWYG Course Editor lets you develop chapters and pages for a course and
design the layout of each page using variable fonts, versatile text placement, and the
inclusion of multimedia elements.

10. Enter the desired information into the field. Enter "Welcome to the TTT Training
Basics Course.".

11. Now you are going to add a file to be included in this course. It exists within the
files in Resource Manager.

Click the PDF link.

B
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17T Training Basics -
-
= — (=] B |t
Page Settings 2@ vE »E vE
& Secure | httpsy/ learn.talea.net/dlgpdiframe.asp -
page Alias Name: ‘ (@ version Amhive‘
Coursz Titiz: TTT Training Basics Directories
Cours Deseription: This course will teach you the basi .
e
PDF
New Chapler Gurrent Ghapter Title: New' ‘Choose From the PDF Files You've Uploaded:
Cunent Page Tite: [New || Sekect 5
-
New Page RA 2
Uplead Mere Files
Il’tx abe 84 A%
smve

Welcome to the TTT Tral

Step Action

12. You will search for the file in the PDF Files Directory.

Click the Directories dropdown button to activate the menu.

v
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TTT Training Basics

e ——
[=] htipsi//stgcappsleam.taleo.net/digpdffrar

learn.talea. a

«[E vE &= vE

 Page Settings

Page Aliss Name:

(D) Version Archive

Course Title:

TTT Training Basics

Course Description: | This ¢ourse will teach you the basi |

New Chapter e M
e [
New Page

Welcome to the TTT Tr

Step Action

13. Click the PDF Files list item.
PDF Files

TTT Training Basics

«[E vE &= vE

 Page Settings

Page Alias Name: (D) Version Archive

_J/ [PDF Files v

New Chapter
New Page

Uplead Mere Files
Cancel

Welcome tothe TTT Tr
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Step Action

14. Click the Select dropdown button to activate the menu.

L

TTT Training Basics

= e e vEBvEvEvE

@ Secure | https/stg learn.talea.net/dlgpdfframe.asp

Page Alias Name: ‘ (@) versios rchlva‘
Course Title: | TTT Training Basics Directories

Page Settings

Course Deseription: This course will teach you the basi _/ PDFFiles v
PDF
Current Chapter Title: [New' ‘Choose From the PDF Files You've Uploaded:
New Chapter i New, i
Curent Page Tite: New [l
Seiect
! i .
New Page (LA
Upload More Files
IE * abs ah An
e

Welcome to the TTT Tra]

Step Action

15. Click the CAPPS_Learn_Test_File list item.
CAPPS Learn_Test Fil..
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TTT Training Basics

(= — = B -
Page Settings v vE B vE
& Secure | httpsy/ learn.talea.net/dlgpdfframe.asp
boge Mliastiames | |

‘ (D version Amhive‘

Coursz Titiz: TTT Training Basics Directories

Course Description:

This course will teach you the basi )

PDE

New Chapter Current Chapter Tate: [New Choose From the PDF Files You've Uploaded:

Current Page Title: | New || Prevew | CAPPS_Leam_Test Fil.. v
. =
New Page Hosangyg |

(adsned

FREESD

EFEE)
=3 & %

‘Welcome to the TTT Trz

Step Action

16. Click the Save button.

Save

TTT Training Basics -
Page Settings <@ v [E ¢ [E v[E
Page Alias Name: | J | @ version Avahive
Course Tile: TTT Training Basics |
Course Description: | This ¢ourse will teach you the basics in order to train your end users.
4
o —
New Chapter Gurrent Chapter Tti: [New Chapter
Curent Page Ttie: [New Page
.
New Page HO9O RSV 4§ R BEB X9 B LU
T HEEe2TE S BEBESstoWe
ey Y WSO A= ] BFwom =
SleerREIN
3 K | Poragraph * DefaltFort v Size <
Welcome to the TTT Training Basics Course.
< v
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Step Action

17. Click the scrollbar.

18. Click the Save Changes button.
() save Changes

19. This button Ends the Course.
20. This button takes you to an Evaluation and the option to End a Course.
21. Click the End Course button.
-
22. Congratulations! You have completed this lesson.

End of Procedure.

Inserting a WBT

Section 2 - Lesson 2, Exercise 3 - Inserting a WBT

There are several steps involved in implementing a WBT in a LearnCenter:

Admins will perform Steps 1, 4 and 5 ONLY

1. Create WBT - You will create the WBT content in an authoring tool.

2. FTP WBT Content files to your FTP Site - Using FTP software, you upload the content files to the
FTP site for your LearnCenter.

3. Import WBT Content - You import the content into your LearnCenter, creating a link or a pointer
for the content inside LearnCenter. At this point, the content is in the "warehouse" and Users
cannot yet see the content.

4. Insert WBT Content - Once tested, you insert the WBT content from the Warehouse into the
showroom.

5. Distribute WBT to Users on the webpage via container, i.e. Learning Plan, Enrollments,
Assignments in your LearnCenter pages.

Procedure
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In this lesson, you will learn how to insert an existing WBT course from the warehouse to the
showroom.

WBT course: Acceptable Use Information

ORACLE’ Agency Demo Stage Center (73

«+@EDED s

%y

4

» Advanced Learning

A

» Appearance

A

» Assessments/Surveys

A

» Assignments

A

» Categories

A

» Communicatiens

A

» Content

A

» eCommerce

A

» Enroliments

A

} External Training

A

» Gradebook

A

»ILT ORACLE’

A

» Integrations

A

» LeamCenter Design

A

» Options

A

» Prerequisites

A

» Reports

A

» Resources

A

» Social

A

P Sub LearnCenters

A

» Tools

A

» Users

A

» Virtual ILT

v

H100% v

Step Action

1. Click the Content link.
2. Click the Insert Existing Course link.

Insert Existing Course

3. Click the Select Courses link.

% Select Courses
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(& Courses/Classes Selector - Internet Explorer provided by Texas Comptroller === @
[= https://stgcapps.learn taleo.net/ |/panels/ courses/popup/ mod t&source=add lect=muktifisele @

Courses/Classes Selector 7

v Instructions

Courses that were previously selected may appear disabled and therefore would not be available for deselection. Use the option adjacent of the |

respective course name to select the cesired courses, then click the 'Return Selected button

w Filters {click the icon to toggle advanced filter view)

Course Titles Beginning With [Show All] [0-9] ses you do not wish to

ABCDEFGHIJKLMNOPQRSTUVWXYZ

Combination Filters Select criteria from any or all filters

() Any courses type Courses Location

Are in the Pubiic Catal 1
(O Courses added with the AICC Importer [l[areinine Pubic Gatslog v
[ Courses were writien in this v

(O Courses added with the SCORM Importer 7| Gourses were writen by you =

(® Courses added within the LearnCenter [][Top-ievel SCORM classes only

() Course Titles Containing ggwrses in this Skill/Category

lls
(O Course Titles Beginning With TSelect one] -
—— Casgores —
[Select one] ~
Number of records per page [50_v/]
¥ Courses/Classes List

Current Filter { Added within the

The latest filter you applied has been automatically preset, but not applied yet. Make any modifications necessary o click on 'Search’ now fo

use the preset information

H100% ~
= v

=
]

Step Action

4. Use the search Filter (you can leave the default).

Click the Search button.

Search

Click the scrollbar.

6. Click the Acceptable Use Information option.

=

7. Click the scrollbar.

8. Click the Return Selected link.
|_@ Return Selected
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ORACLE

“« 0
» Advanced Learning
» Appearance
» Assessments/Surveys
» Assignments
» Categories
» Communications

w Content
Add New Course
AICC Course Importer
Content Manager
Copy Existing Course
Courses
Insert Existing Course
LMS Tracking
SCORM 2004 Class Creator
SCORM Class Importer
Synchronous Courses

» eCommerce
» Enroliments

» External Training

» Gradebook

»ILT

» Integrations

» LeamCenter Design
» Options

» Prerequisites

» Reports

} Resources

» Social

Agency Demo Stage Center

Insert Existing Courses

¥ Instructions

+ Click the "Select Courses” button in the "Select Courses to Insert” section below

- In the resulting popup window, select the course(s) you wish to Insert

+ Once your selection has been made, click the "Return Selected” button

» Your selection(s) will be displayed to you. Review your selection to see if there are any courses you do not wish to
Insert. I so, deselect them

+ Once satisfied, click the "Insert selected courses” button to insert the courses

¥ Select Courses to Insert
Note Only courses not currently included will be listed here

%, Select Courses

Insert Course Title
1 ptable Use

Insert Selected Courses

v

#100% ~

Step

Action

Click the Insert Selected Courses button.

Insert Selected Courses

10.

Congratulations! You have completed this lesson.

End of Procedure.

Uploading Files to Resource Manager

Section 2 - Lesson 2, Exercise 4 - Uploading Files to Resource Manager

Before you can use files like images, audio, or documents, on your site, you must first upload them to the
Resource Manager. When you upload files, you can do so directly to standard or custom folders to keep
things organized.

You are able to choose different users to upload the fields, i.e., personal, shared or global.

There is a size limit of 10mb.

Procedure

In this lesson, you will learn how to upload a file to the Resource Manager.

File Name: Using UPK Instructions
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H{)ME | CONTACT | LOGOUT
Cotraid Aecurtig el P Perrret Syt
- R e B
Click Here for the Course
Control Panel
Resource Manager Welcome!
Learning Object Manager
Visual Jﬂ"aggr E This Is the new Learning Management system known as CAPPS Learn AGENCY OR TRAINING
Add new page... where you have access to curriculum designed to meet your training needs. IMAGE
‘You can register for instructor led training sessions, launch web based
My Training courses and track your training progress.
Records
R AGENCY NEWS OR TRAINING UPDATES
My Learning Plan
= Learn more about Agency Training Palices.
]
Search |
SECTION #1 SECTION #2 SECTION #3
This area could be used to highiight This area could be used to highiight This area could be used to highiight
Course/Leaming Plan/Course Catalog data Course/Leaming Plan/Course Catalog data CoursefLeaming Plan/Course Catalog def
Texas.gov ‘Statewide Search from the Texas State Library State Link Policy Texes Homeland Sec
Glenn Hegar, Texas Comptroller Comptroller. Texes. Gov Contact Us Privacy and Security
Agcessibility Policy Link Policy FPublic Informstion Act Compact with Texe
4 »

Step Action

1. Click the Control dropdown button to activate the menu.

#"‘

2. Click the Resource Manager link.

Resource Manager
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@ Secure | httpsy/, learn.taleo.net/ResourceM resourceManager.asp?DCT =1&sessionid=3-A88B242C-89CF-43E7-B2A3-251E0; @
S @4+ ae O O
Add Folder Delets Move Refresh Upload Share  Learning Object  Resource Visual

Resource Manager 2 as - © Search

c

| | & 2pp Uplosds

oo £

Weloome o your Resouros Manager.
Audio

B css Here is where you wil upload, mansge and delete fles for your LeamCenter.

B Excer

3 Fiash Fies
i 3 images

3 PoF Fies
3 powerpomnt
| | Recycte Bin
3 Shared ltems
3 Stream maker
B text

B video N #3
B ot 000 | [ o highiigint
i <iof
|BHometand sed
A and Security

|| [Bpect with Tex:

Step Action

3. Click the Upload button.

3

4. Click the Choose File link.
Choose File
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=] Open

de-——‘

GOV'. Desktop + v | 49| Search Desktop 2]
Organize v New folder - 0 @ |F
7 Favorites EEES e
| System Folder H
B Desktop
4 Libraries ) 1
B bocuments & System Folder
| o Music S
omputer
Al 5] Pictures !&I System Folder
BB videos
B Network
) AppData | System Folder
5 Contacts
Adobe Reader XI
I Desktop L Shortcut
18 Downloads (@ 17 B
i Favorites T IR Articulate Reolav e

File name:

w | All Files -

[y Uposd | o insen |

Fils Upload

Browse your hard drve to upload fies.
Choose Fik | No fie chosen

Err———a

Action

5. Locate the file on your computer,

Click the scrollbar.

6. Click the Using UPK_Instructions.pdf object.

Using_UPK_Instructicns.pdf
Adobe Acrobat Document
278 KB

7. Click the Open button.

I Open -
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@ Secure | httpsy/, learn.taleo.net/ResourceM resourceManager.asp?DCT =1&sessionid=3-A88B242C-89CF-43E7-B2A3-251E0/ @

G B4+ O @2 T [0
| AddFolder Delete Move Reftesh Upload Share  Learning Obfect  Resource Visual
gﬂesourcemanaqer 2 as - © Search
A

c

| | 3 20p Uplosds

. Wisloome o your Resouros Manager.
f Audio

[ css Here is where you wil upload, mansge and delete fles for your LeamCenter.
T @ cou
B3 Fiash Fies
| | © mages
B2 poF Fies
3 powerpomnt
| | Recycte Bin
3 Shared ttems
3 Stream maker

B 7ext

B video N #3
B ot 000 | [ o highiigint
f <iof
Upload
| BHomeland sed
[y Uposd | o insent | |
et with Tex
File Upload

Browse your hard drve to upload fies

Choose Fie | Using_UPK_instructions pdf[—Folders= ¥

Step Action

8. You will select where the file will be stored in Resource Manager.

Click the button to the right of the Folders field.
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@ Secure | httpsy/,

learn.taleo.net/ResourceM

resourceManager.asp?DCT=

88B242C-89CF-43E7-B2A3-251E0/ &

L @+ O (42

||| e T TR S SRR e Visual

Resource Manager

4 a %

| I Search

A | B app uplosds
3 audio

O css

Excel

Fiash Fies
Images

POF Fies
PowerPoint
Recycle Bin
Shared ltems

‘Stream maker

Weloome o your Resouros Manager.

Here is where you wil upioad, mansge and delete fies for your LeamCernier.

Flash Files

N #3

| [ o highiigint

Upload

Images
PDF Fies

Recyzie Bin

E Uposs | o tnsent | PowePoint
————————  Sharedltems

| B Homeland Sed
A and Security

Stream maker
Text
idea

| [Bpect with Tex:

rd drve to upload fies Word Doc
Choose Fike | Using_UPK_instructions pdf| _Folders= ¥

Step Action

9. Click the PDF Files list item.

PLCF Files

@ Secure | https; learn.talea.net/ResourceM resourceManager.asp?DCT =1&sessionid=3-A38B242C-89CF-43E7-B2A3-251E0; @
+ O F2 T
| AdaFolter Delee More Refesh Uplead Share  Lestring Object  Resource Visual -
Resource Manager 2 a s | © search
c
| oo P——
: [ css Here is where you wil upload, mansge and delete fles for your LeamCenter.
B Excer L
| | Fiash Fes
f 3 images
B3 poF Fies
A/ | B ponerromt
| | Recycte Bin
1 3 Shared ltems
3 Stream maker |
B text
B3 video N3
B ot 000 | [ o highiigint
|
Upload B
Sed
Uplosd Insert
= | * ! W erc secuiy
[ fppect with Tex:
File Upload
Browse your hard drve to upload fies
Choose Fie | Using_UPK_instructions paf[PDF Fies v
|
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Step Action

10. Click the Upload button.
; Upload
11. Let's check to see if the file is in the PDF Files folder.

Click the PDF Files link.
POF Files

= rtps//stocappriea T
@ Secure | https:/stg arn.taleo.net/ResourceM fresourceManager.asp?DCT=1&sessionid=3-A88B242C-89CF-43E7-B2A3-251E0; @
G B+ O 32 T [0 E
Add Folder Delete Move Refresh Upload Share Leaming Object  Resource Visual
J Resource Manager 2 a % et 42 Search
For e o G
W | E App uploads -
f & audio Usmn,uﬂxjjswmmsvdf
H & css (=]
n=ee
Wl | E Fiash Fies
|| |2 images
&3 POF Fies
:
.
[t
N#3
to highight
s Catiog def
Homsiand Sed
W oo secuiy
ect with Tex:
il
l
.
Step Action
12. It appears within the PDF Files Contents.

Click the Close button.

13. Congratulations! You have completed this course.
End of Procedure.

Creating Categories

Section 2 - Lesson 2, Exercise 5 - Creating Categories
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In LearnCenter, categories can be thought of as folders in which you keep related items. You can use
categories to help organize and manage various LearnCenter items, such as enrollments, ILT sessions,
classes, assignments, assessment-related items, skills and groups.

As your use of LearnCenter increases, so will the number of items contained within your LearnCenter. By
assigning items to categories, you make them easier for Users and Administrators to locate and manage
them. Throughout LearnCenter there are search filters that enable you to locate or sort items by category.

Procedure

In this lesson, you will learn how to create several categories:

1) New Hire

2) Leadership

3) Finance

4) Customer Service and
5) Human Resources

ORACLE Agency Demo Stage Center e

=0 G #
; A
 Advanced Learning

Certificates
Certification Tracks
Competencies

Credits

Electronic Signatures
Form Templates
Forms

Job Profiles

Learning Plan Seftings
Learning Plans

Skills

Training Offerings

v Appearance N
Edit Header
Fonts and Colors
Images
v Assessments/Surveys N
ORACLE
Answers
Assessments/Surveys
Importer
Instances
Frescriptive Fre-Tests
Questions
Scores
Surveys
w Assignments N
Assign To Users
Assignments
Grade/Return Submitted
w Categories N
Categories
w» Communications A
Messages
Notices
Notifications 4

®100% v
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Step Action

1. Click the Categories link.

2. Click the Add Root Category link.
|._i- Add Root Category

ORACLE Agency Demo Stage Center

& Agency Demo Stage Center Add Categry - Internet Explarr proide.. e
; @ https://stgcapps.|ear taleo.net/ |/panels/skills

Add Category

q Switch to Classic View

p/popup/sc_edit.asp?d: i\

® o Add Root Category | € Change Status

¥ Details

Name [ ]

Description
Actions W/

B4 O
dl f

TRoET

Instances

Prescriptive Pre-Tests
Questions
Scores
Surveys
v Assignments N
Assign To Users
Assignments
Grade/Return Submitted
v Categories N
Categories
w Communications N

Messages
Notices

Step Action

3. Enter the desired information into the Name field. Enter "New Hire".
Name [ |

4. Click the Save button.

Save
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ORACLE’

w Advanced Learning

Certificates
Certification Tracks
Competencies
Credits

Electronic Signatures
Form Templates
Forms

Job Profiles

Learning Plan Setfings
Leamning Plans

Skills

Training Offerings

v Appearance

Edit Header
Fonts and Colors
Images

v Assessments/Surveys

Answers.
Assessments/Surveys
Importar

Instances

Prescriptive Pre-Tests
Questions

Seores

Surveys

w Assignments
Assign To Users
Assignments
Grade/Return Submitted
w Categories
Categories
+ Communications
Messages

Notices
Notifications

Agency Demo Stage Center

« 0 bl Categories

A
» Filters

¥ Categories
> Root Gategory

2 categories available, showing 1-2

Status Name
¥4 Default Category

= v New Hire

2 categories available, showing 1-2

0 ~
q Switch to Classic View

s Add Root Category e Change Status

Actions
b
% 0O

O

®100%

Step Action

5. Click the Add Root Category link.

sj= Add Root Category

ORACLE’

Agency Demo Stage Center

-

& Agency Demo. giag: Center Add Category - Internat

Jorer provide... (L | RS

o =] https: learn taleo.

< panels/ p/popup/sc_edit.asp?d: @

Add Category
¥ Details

Name

Description

x®

Instanc
Prescriptive Pre-Tests
Questions

Scores

Surveys

v Assignments
Assign To Users
Assignments
Grade/Return Submitted
w Categories
Categories
v Communications

Messages
Notices

g ~
) Switch to Classic View

dd Root Category | € Change Status

Actions W/
& 0O
& O

A\

Page 92



CAPPS HR/PAYROLL
EUT Course

Centralized Accountng and Payroll Personnel System

Step Action

6. Enter the desired information into the Name field. Enter "Leadership".
Name [ |

7. Click the Save button.

Save

ORACLE Agency Demo Stage Center [ 3

“ 0 =) Categories ) Switch to Classic View
v Advanced Leaming A
} Filters
Certificates. N
Certification Tracks v Categories i.h Add Root Category J Change Status
Competencies
Credits > Root Categary
Electronic Signatures .
Form Templates 3 categories available, showing 1-3
Forms
Job Profiles )
Learning Plan Settings Status  Name Actions
Learning Plans

Skills v Defautt Category L]
Training Offerings

v Appearance N v Leadership b

K

Edit Header H
Fonts and Colors v New Hire &
Images

o o o

v Assessments/Surveys = 3 categories available, showing 1-3

Answers
Assessments/Surveys
Importer

Instances

Prescriptive Pre-Tests
Questions

Scores

Surveys

w Assignments N
Assign To Users
‘Assignments
Grade/Return Submitted

v Categories N
Categories

w Communications N
Messages

Notices
Notfications ©

100% ~

Step Action

8. Click the Add Root Category link.
sj= Add Root Category
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ORACLE’ Agency Demo Stage Center e

Jorer provide... (S A NS

p/popup/sc_edit.aspld: @

r
& Agency Demo Stage Center Add Category - Internet
-

- @ ps. Jearn.taleo P
Add Category ® = Add Root Category | Change Status

¥ Details

ﬂ Switch to Classic View

Name [ ]
Description ‘

Actions
L
L
L

OO0 0 R

Instances

Prescriptive Pre-Tests
Questions

Scores

Surveys

w Assignments N
Assign To Users
Assignments
Grade/Return Submitted

w Categories N
Categories

+ Communications: A

Messages
Notices

Step Action

9. Enter the desired information into the Name field. Enter "Customer Service ".

Name [ |

10. Click the Save button.

Save
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ORACLE’ Agency Demo Stage Center e

« 0 =) Categories Y Switch to Classic View
w Advanced Learning A )
» Filters

Certificates 3
Certification Tracks ~ Categories s Add Root Category 9 Change Status
Competencies
Credits > Root Category
Electronic Signatures
Form Temi,.ag.es 4 categories available, showing 1-4
Forms
Job Profiles .
Learning Plan Settings Status Name Actions
Learning Plans

Skills v Customer Service 5f

O

Training Offerings

+ Appearance A v Default Category o 0
)
O

Edit Header i
Fonts and Colors v Leadership *

Images
v Assessments/Surveys N v New Hire &

Answers. .
Assessments/Surveys 4 categories available, showing 1-4
Importer

Instances

Prescriptive Pre-Tests

Questions

Scores

Surveys

w Assignments N
Assign To Users
Assignments
Grade/Return Submitted

w Categories N
Categories

+ Communications A
Messages

Notices
Notifications ©

®100%

Step Action

11. Click the Add Root Category link.
sj= Add Root Category

ORACLE’ Agency Demo Stage Center [ 3

7
@ Agency Demo Stoge Center Add Category - Intemet Explorer provide... (S (=ln P40
-

Add Category ® Add Root Category| &3 Change Status

¥ Details

Name [ J IJ

Description ‘ ‘

) Switch to Classic View

Actions W/

% O

£ |l # O
a

m|

E 4
- B 4

Instances

Prescriptive Pre-Tests
Questions

Scores

Surveys

w Assignments N

Assign To Users
Assignments
Grade/Return Submitted

w Categories N
Categories

w Communications h
Messages
Notices

A
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Step Action

12. Enter the desired information into the Name field. Enter "Finance".

Name [ |

13. Click the Save button.

Save

ORACLE Agency Demo Stage Center [ 3

“ 0 =) Categories ) Switch to Classic View

v Advanced Leaming A
» Filters
Certificates N
Certification Tracks v Categories ﬂ Add Root Category J Change Status
Competencies
Credits * Root Category
Electronic Signatures -
Form Templates 5 categories available, showing 1-5
Forms
Job Profiles ) ‘
Learning Plan Settings Status  Name Actions Vv
Learning Plans

Skills v Customer Senvice o
Training Offerings

v Appearance N v Default Category

Edit Header H
Fonts and Colors v Finance
Images

Leadership

» Assessments/Surveys A b

+ % & +

Answers
Assessments/Surveys
Importer

Instances

Prescriptive Pre-Tests
Questions

Scores

Surveys

o New Hire

5 categories available, showing 1-5

w Assignments N
Assign To Users
‘Assignments
Grade/Return Submitted

v Categories N
Categories

w Communications N
Messages

Notices
Notfications ©

100% ~

Step Action

14. Click the Add Root Category link.
Ii_ﬂl Add Root Category
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ORACLE’ Agency Demo Stage Center e
C prE— :
{2 Agency Demo Stage Center Add Category - Intemnet Explorer provide... (=21 4 Switch o Classic
- @ ps: learn.tal panels/skil P/popup/sc_sditasprd: @]
Add Category *® e Add Root Category| € Change Status
v Details
Name [ ]
Description ‘ Act =
ctions
% O
< & 0O
& O
v ¥+ O
& O
Instances o
Prescriptive Pre-Tests 5 categories available, showing 1-5
Questions
Scores
Surveys
w Assignments N
Assign To Users
Assignments
Grade/Return Submitted
w Categories N
Categories
w» Communications A
Messages
Notices v
- [l
il
Step Action

15.

Enter the desired information into the Name field. Enter "Human Resources".

Name [ |

16.

Click the Save button.

Save
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)
ORACLE Agency Demo Stage Center (7]
0 ) Categories Wy Switch to Classic View
w Advanced Leamning
» Filters
Certificates
Certification Tracks ¥ Categories s Add Root Category J Change Status
Compstencies
Credits > Root Gategory
Electronic Signatures
Form Temmges 6 categories available, showing 1-6
Forms
Job Profiles .
Learning Plan Settings Status Name Actions |
Learning Plans
Skills. v Customer Sefvice g m}
Training Offerings
w Appearance v Default Category g O
Edit Header )
Fonts and Colors - Finance e O
Images
+ Assessments/Surveys v Human Resources $ 0O
Answers Leadership
‘Assessments/Surveys v % O
Importer
Instances v New Hire * D
Prescriptive Pre-Tests
Questions
Seores 6 categories available, showing 1-6
Surveys

w Assignments
Assign To Users
Assignments
Grade/Return Submitted
w Categories
Categories
+ Communications
Messages

Notices

Notifications e

#100%

Step Action

17. Click the Control Panel Home button.
4]
18. Congratulations! You have completed this lesson.

End of Procedure.

Creating Instances

Section 2 - Lesson 2, Exercise 6 - Creating Instances

An instance is a set of properties that defines how an Assessment behaves. A single Assessment can have
multiple instances so that Assessment can behave differently in different situations.

The properties options differ depending on whether the test is serving as an Assessment, Survey, or
Appraisal. Instance properties also differ for Assessments depending on whether it’s a Pre-Test, In-Course
Test, or Post-Test.

Creating an Instance also creates a "snapshot" of the mapped Assessment and all mapped Questions and
Answers. Every time the Instance is administered, the snapshot is utilized in displaying the Questions and
Answers. Any subsequent changes made to manually mapped Questions or Answers will not be reflected
unless you add a new instance.

Procedure
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In this lesson, you will learn how to create a CST Instance that will map to an assessment.

ORACLE’ Agency Demo Stage Center (73

«+QEDED s

5§

#

» Advanced Learning

A

» Appearance

A

» Assessments/Surveys

A

» Assignments

A

» Categories

A

» Communicatiens

A

» Content

A

» eCommerce

A

» Enroliments

A

» External Training

A

» Gradebook

A

»ILT ORACLE

A

» Integrations

A

» LeamCenter Design

A

» Options

A

» Prerequisites

A

» Reports

A

» Resources

A

» Social

A

» Sub LearnCenters

A

» Tools

A

» Users

A

» Virtual ILT

v

H100% v

Step Action

1. Click the Assessments/Surveys menu bar.

WAssessments/Surveyq

2. Click the Instances link.

3. Click the Add Instance link.

s Add Instam:el
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ORACLE’ Agency Demo Stage Center e

« @ " Add Instance 42 Retum to Instances List
» Advanced Learning

4

+ Instructions

A

» Appearance
£ To add an instance
Sl i + Select an assessment by clicking the "Select Assessment” button. Choose one from the resulting popup
Answers selection uti

Specify the title to identify the instance and any optional instructions you wish the leamer to see before
‘commencing the exam

Assessments/Surveys
mporter Select the specific item to associate the assessment, survey or evaluation with. Select the respective item to

‘;‘513"55(5 Fre-Test associate from the selection utility.

OLE::IE::\I:E re-Tests + Specify the individual instance traits for the assessment in Options section
Scores

Surveys w Select Assessment

A

» Assignments .
Find Assessment

A

» Categories

Name

A

» Communications

A

» Content

A

» eCommerce

Pre-Instructions

A

» Enroliments

A

» External Training

A

» Gradebook

A

»ILT

A

» Integrations

Post-nstructions

A

» LeamCenter Design

A

» Options

A

» Prerequisites

A

Status ® actve O Inactive

Note: Pre- and Post-Instructions are capable of accepting HTML characters.

» Reports

A

» Resources

A

» Social
v Item A

javasc ®100% -

%

Step Action

4. Click the Find Assessment link.

=
= Find Assessment

(@ Assessments/Surveys Selector - Internet Explorer provided by Texas Comptroller = @ "

slearn taleo popup

veys ’

<a Retum to Instances List
w Filters
Combination Filters Select criteria from any or all filters
gp'i\“ test types ssessment” button. Choose one from the resulting popup

O Assessment optional instructions you wish the leamer to see before
(O Survey/Evaluation
O Form [\Bment, survey or evaluation with. Select the respective item to
() User Assessment

Name/Description Category

ing () beginning with [Show Al v

in Options section

nd Assessment

w Assessments/Surveys List ¢a Return Selected

Current criteria has been preset. Make any customizations to the current criteria and click
"Search’ to display your results.

tive O Inactive

HI0% -

ML characters
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Step Action

5. Click the Search button.

Search

6. Click the Customer Service Assessment option.

O Customer Service Assessment

7. Click the Return Selected link.
<3 Return Selected

. A
ORACLE Agency Demo Stage Center [7]
S # | o] Add Instance 43 Return to Instances List
» Advanced Learning A
S -
» Appearance N
% Toadd an instance
v Assessments/Surveys + Select an assessment by clicking the "Select Assessment” button. Choose one from the resulting popup
selection utii
Answers + Specify the title to identify the instance and any eptional instructions you wish the leamer to see before
Assessments/Surveys cammencing the exam
}m;:o rer + Select the Specific item to associate the assessment, survey or evaluation with. Select the respective item to
P”f' 3"“‘9‘5 EreTost associate from the selection utility.
QLE;C(:;':E re-fests « Specify the individual instance fraits for the assessment in Options section
Scores
Surveys » Select Assessment
- W
Assignments A
4 o  Find Assessment
T
» Categories
T Selected Assessment Customer Service Assessment
» Communications
» Content A Name
» eCommerce N
» Enroliments A
» External Training Y Pre-Instructions
» Gradebook A
»ILT A
» Integrations A
» LearnCenter Design A
» Options A PostInstructions
» Prerequisites A
» Reports A
By
» Resources A Status ® active O Inactive
- By
» social - Note:_Pre- and Post-Instructions are capable of accepling HTML characters v
al
™
Step Action
. . : : " "
8. Enter the desired information into the Name field. Enter "CST - Instance".
Name |
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Step Action

9. Enter the desired information into the Pre-Instructions field. Enter "There will be
an assessment at the end of the course.".

Pre-Instructions

10. Enter the desired information into the Post-Instructions field. Enter "Please be
sure to complete the assessment to receive credit for the course.".

Post-Instructions

11. Click the scrollbar.
12. Click the Select the item type to associate the assessment with list.
Select the item type to associate the assessment with | [Select one] V|
13. Click the Course list item.
Course
14. Click the Select Course link.

Y Select Course
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2 Courses Selector - Intemet Explorer provided by Texas C - o [ o e to see berore N
= retps: [ . i S E— —singlet @] i the respecive tem to

Courses Selector
v Instructions

Courses that were previously selected may appear disabled and therefore would not be available for deselection. Use the option adjacent of the
respective course name to select the desired courses, then click the ‘Return Selected" button.

w Filters {click the icon to toggle advanced fiter view)

Course Titles Beginning With [Show Alll [0-9]
ABCDEFGHIJKLMNOPQRSTUVWXYZ

Combination Filters Select criteria from any or all filters

'

N
@®Any courses type Courses Location
Col luded in thi v
(O Courses added with the AICC Importer S Cu::: :::;‘;ﬂe" : :u .
() Courses added with the SCORM Importer vy T ©
O Courses added within the LearnCenter
(O Course Titles Containing g::‘lrms iin this Skill/Category
- - dlls |
(O Course Titles Beginning With =
] Categories
[Select one] v
Number of records per page
w» Courses List |

Current Filter { Added by any type

The latest flter you applied has been automatically preset, but not applied yet. Make any modifications necessary or click on ‘Search’ now to
use the preset information

0% -

Step Action

15. Click the Search button.

Search

16. Click the Open option.
O

17. Click the Return Selected link.
Q Return Selected

Page 103



CAPPS HR/PAYROLL
EUT Course

Centralized Accountmng and Payroll Personnel System

Answers
Assessments/Surveys
Importer

Instances

Prescriptive Pre-Tests
Questions

Scores

Surveys + Select Assessment

+ Specify the title to identify the instance and any optional instructions you wish the leamer to see before

commencing the exam ~
+ Select the specific item to associate the assessment, survey or evaluation with. Select the respective item to

associate from the selection utility.
+ Specify the individual instance traits for the assessment in Options section

A

Assignments

7 Find Assessment

A

Categories
Selected Assessment Customer Service Assessment

A

Communications

Name CST - Instance

A

Content

A

[There will be an assessment at the end of the
eCommerce course.

A

Enroliments

A

External Training Pre-Instructions.

A

Gradebook

A

LT

N - Please be sure (o complete the assessment (o
SRR OS, receive credit for the course

A

A

LearnCenter Design

A

Options Post-Instructions

A

Prerequisites

A

Reports

A

Resources Status ® pctive O Inaciive

A

Social Note: Pre- and Post-Instructions are capable of accepting HTML characters.

A

Sub LeamnCenters

+ Item Association

A

Tools

v(iv|v|v|v|v|v v v v v v v v v v v )w

A

R Select the item type to associate the with = v

Add/Insert Users Select the specific course fo associate with the instance.

Bulk Import Users

Complefion Status 7 Select Course

Groups

Supervisor Accounts Course for Agency Demo

Supervisor Roles

User Roles v
Users » Electronic Si

®100%

Step Action

18. Click the scrollbar.

19. Click the scrollbar.

20. Enter the desired information into the Limit # of submissions field. Enter "1".

Limit # of submissions El

21. Click the Type of assessment: list.

Type of assessment: | [Select ong] " |

22. Click the Post-test list item.
Post-test

23. Click in the Show results - Yes field.
Show results ® N

24, Click in the Required: Yes field.
Required: ® o

25. Click in the Score of record for course - Yes field.
Score of record for course ® Mo O Yes
26. Enter the desired information into the Minimum passing score for completion

(percentage) field. Enter "75".
Minimum passing score for completion (percentage) I:I
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Step Action
27. Click the scrollbar.
28. Click the Save button.
Save
20. Click the Control Panel Home button.
#
30. Congratulations! You have completed this lesson.
End of Procedure.

Creating Assignments
Section 2 - Lesson 2, Exercise 7 - Creating Assignments

Procedure
In this lesson, you will learn how to create an Assignment.

The assignment name: CST - Assignment

ORACLE Agency Demo Stage Center (73

“ 0 D] '
» Advanced Learning
» Appearance
» Assessments/Surveys
» Assignments
» Categories
» Communications
» Content
» eCommerce
» Enroliments
» External Training
» Gradebook
» LT ORACLE
» Integrations
» LeanCenter Design
» Options
} Prerequisites
» Reports
} Resources
» Social
} SubLeamCenters
} Tools
» Users

» Virtual ILT

#100% ~

Step Action

1. Click the Assignments link.
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Step Action

2. Click the Assignments link.

= d [

3. Click the Add Assignment link.
I& Add Assignmentl

2 Add/Edit Assignment - Internet Explorer provided by Texas Comptroller [E=EE
— —

- — (73
I rrm— e T e ezl
Add/Edit Assignment ~ ,
¥ Details
Name [ | = Add Assignment
ponts e
n added in this LeamCenter
In Gradebook @ Yes (O No |
Objective
w Categories ## Find Categories

+ Course Link/Collaboration Tool

@ [None]

() Link this assignment with a Course

(O Link this assignment with a Training Offering

Link this assignment to a collaboration tool
O Link this assignment with a Forum

O Link this assignment with a Chat Room v

—
» Tools .

ﬁv

Step Action

4. Enter the desired information into the Name field. Enter "CST - Assignment".

Mame I

5. Enter the desired information into the Points field. Enter "100".

Points D
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Step Action

6. Enter the desired information into the Objective field. Enter "The objective of this
course is to learn about how to provide exceptional customer service within the
work environment.".

7. Categories should have already been created in the Category table. You will select
from an existing Category.

Click the Find Categories link.
g@ Find Categories

(& Add/Edit Assignment - Internet Explorer provided by Texas Comptroller (=@ = J &
@ Categories Selector - Intemet Explorer provided by Texas Comptroller (=1 et ) Fome & o

.@ https://stgcapps.leam.taleo.net/ I/ panels/tests/popup/categorySelector.asp ﬁ‘ ’ N [

Categories Selector

w Categories list <a Return Selected | | djs Add Assignment

|  categories En added in this LeamCenter

O Customer Service
O Default Category
O Finance
=] Human Resources
| ) Leadership |fories.
0 New Hire

4a Return Selected

®100% -

%

Step Action

8. Click the Customer Service option.

H| Customer Service
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Step

Action

Click the Return Selected link.
<3 Return Selected

Customer Service

¥ Course Link/Collaboration Tool

@ [None]

() Link this assignment with a Course

(O Link this assignment with a Training Offering

Link this assignment fo a collaboration tool
(O Link this assignment with a Forum

() Link this assignment with a Chat Room

& Add/Edit Assignment - Internet Explorer provided by Texas Comptroller e ] o
- m— e [7)
@ ps:/fs <learn taleo.net/c /ps /popup/: :_edit.asp?: E\
Add/Edit Assignment ~ r
¥ Details
Name [csT - Assignment 4 Add Assignment
panis
in added in this LeamCenter
In Gradebook ® Yes(O)No |
Objective [The objective of this course is to lear about
how to provide exceptional customer service
within the work environment
w Categories ## Find Categories

T—
» Tools @

ﬁ

Step

Action

10.

Click the scrollbar.

11.

Link this assianment with a Course

Click the Link this assignment with a Course option.

12.

Click the Choose from the courses in your LearnCenter link.

H Choose from the courses in your Learn Centeri
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/2 Courses Selector - Intemet Explorer provided by Texas Comptroller =8 § | === @
@ = R P popup, ?mod tasour —singled @

Courses Selector !
~ Instructions

Courses that were previously selected may appear disabled and therefore would not be available for deselection. Use the option adjacent of the
respective course name to select the desired courses, then click the 'Return Selected’ button. o Add Assignment

v Filters (ciick the icon to toggle advanced fiter view]

Course Titles Beginning With [Show Alll [0-9]
ABCDEFGHIJKLMNCPQRSTUVWXYZ

Combination Filters Select criteria from any or all filters

® Any courses type Courses Location
Co luded in thi: v

O Gourses added with the AICG Importer E Gn:::: ::::«I;nan :‘ : >
() Courses added wilh the SCORM Importer ¥y T e e ©
O Courses added within the LeamCenter

©Course Tities Containing g::ilries in this SkilliCategory

. ills
|| Ocourse Titles Beginning With
] Categores
[Select one] ~

Number of records per page

¥ Courses List
Current Filter { Added by any type

The latest fiter you applied has been automatically preset, but not applied yet. Make any modifications necessary or click on 'Search’ now to
use the preset information.

H100% ~

Step Action

13. Click the Search button.

Search

14. Click the Course for Agency Demo option.

O

15. Click the Return Selected link.
Q Return Selected
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(& AddEdit Assignment - Internet Explorer provided by Texas Comptroller =R

[® hitps://stgcapps.learn.taleo. \/p i popup/assi - edit.asp? a

0/\

= Add Assignment

w Categories i Find Categories n added in this LeamCenter

Customer Service

w Course Link/Collaboration Tool

O [Nene]

(@ Link this assignment with a Course

(O Link this assignment with a Training Offering
Link this assignment to a collaboration tool

(O Link this assignment with a Forum

() Link this assignment with a Chat Room

(O Link this assignment with an Instance

Select Course s Choose from the courses in your LearnCenter

[Course for Ageney Demo

Note: This sssig; oncs the user selected course.

w Attached Files

|_tafier uoinading 2 fle the link b caci)

» Tools -

ﬁ

Step Action

16. Click the scrollbar.

17. Click the scrollbar.

18. Click the Save button.

Save

19. The assignment is added.
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ORACLE’ Agency Demo Stage Center

«@EE"

» Advanced Learning

Assignments

4

» Filters

A

» Appearance .h

A

» Assessments/Surveys
1 available, showing 1-1

A

» Assignments
Assignment
Name
CST -
Assignment

Assign To Users Added/Edited Categories

172472017
10:38 AM csT

Customer
Service

Assignments
Grade/Return Submitted

A

» Categories

A

» Communications

A

» Content

A

» eCommerce

A

» Enroliments

A

» External Training

A

» Gradebook

A

»ILT

A

» Integrations

A

» LeamCenter Design

A

» Options

A

» Prerequisites

A

» Reports

A

» Resources

A

» Social

A

» Sub LeamCenters

A

» Tools

A

» Users

s Add Assignment [=

Point
Value

100 V] =) =

In Grade Book  Added By Supervisor

®100%

Step Action

20. Click the Collapse button.

E

ORACLE’ Agency Demo Stage Center

«@EE"

» Advanced Learning

Assignments

4

» Filters

A

» Appearance .h

A

» Assessments/Surveys
1 available, showing 1-1

A

» Assignments
» Categories

» Communications

A

Name Added/Edited Categories
CST -

A

172472017
10:38 AM csT

Customer
Service

A

» Content

A

» eCommerce

A

Enroliments

A

External Training

A

‘Gradebook

A

LT

A

Integrations

A

A

Options

A

Prerequisites.

A

Reports

A

Resources

A

»
»
»
»
»
» LearnCenter Design
»
»
»
»
»

Social

A

P Sub LearnCenters

A

» Tools

A

P Users

A

» Virtual ILT

Point
Value

s Add Assignment [=

In Grade Book  Added By Supervisor

100 V] =) =

javascript:collapseAll]

®100%
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Step Action

21. Click the Control Panel Home button.
#
22. Congratulations! You have completed this lesson.

End of Procedure.

Creating Questions/Answers Pool

Section 2 - Lesson 2, Exercise 8 - Creating Questions/Answers Pool

Question Types

There are several types of Questions you can add for Assessments/Surveys:

*  Fill in the Blank - This Question type requires the User to input text. The field is not case
sensitive, but spelling and grammar inconsistent with the correct Answer will be marked as
incorrect.

Example: The is Taleo Learn’s Learning Management System.

= Single Select - This Question type displays a check box response that offers only one check box.

Example: “Check here if we can share your responses with the instructor.”

= Multiple Choice, Single Select - This Question type displays multiple Answers with option
buttons. Only one Answer can be selected and only one Answer is defined as the correct Answer.

Example: The keyboard is a:
A) Display device

B) Input device

C) Printer

=  Multiple Choice, Multiple Select - This Question type displays multiple Answers with check
boxes. More than one Answer can be selected and more than one Answer can be defined as
correct.

Example: Which roles best describe your LearnCenter responsibilities:
A) ILT Administrator

B) Content Developer

C) Instructor

D) Web Designer

= Free Response - This Question type provides a text box for Users to enter a response. Free-
response Questions are not graded, but Users’ responses are recorded. Up to 500 characters can be
entered.

Example: “Please use the space below."
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Procedure

In this lesson, you will learn how to create a Questions and Answers Pool.

ORACLE Agency Demo Stage Center e

“@OEE™ '

%y

4

» Advanced Learning

A

» Appearance

A

» Assessments/Surveys

A

» Assignments

A

» Categories

A

» Communicatiens

A

» Content

A

» eCommerce

A

» Enroliments

A

» External Training

A

» Gradebook

A

»ILT ORACLE’

A

» Integrations

A

» LeamCenter Design

A

» Options

A

» Prerequisites

A

P Reports

A

» Resources

A

» Social

A

P Sub LearnCenters

A

» Tools

A

» Users

A

» Virtual ILT

v

H100% v

Step Action

1. Click the Assessments/Surveys link.

Assessments/Surveyq

2. Click the Questions link.

3. Click the Add Question link.
sjs Add Question

4. Enter the desired information into the Name field. Enter "CST - Greeting".

Name I |

5. Enter the desired information into the Question Prompt field. Enter "Should you
provide your name to a caller when answering the company's phone?".

Question Prompt
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Step Action
6. Click the Type list.

Type | [select one) w]

7. Click the Multiple choice single select list item.

| I'u'luﬁiple choice single select

8. Click the Find Categories link.

- -
= Find Categories

ORPAC]L & Agencv Demao Stage Center 0 2
cancy ~ Y
(& Categories Selector - Intemet Explorer provided by Texas Comptroller =
@ ttpsi//s learn.taleo.net/lcnet/c tor/DataSelec g = da-3183-09 ﬂ‘
ve
Categories Selector A
» Instructions
¥ Filters ]
Name/Description [ 1
@ containing O'oeginning with
status
Pagination Records per page
i L |
, ]
¥ Categories list il Return Selected
6 records available, showing 1-6
Name a Description o]
| Customer Service m] |
i Default Category 0
|\ Ager
|
Finance [}
pt
Human Resources 0
Leadership 0
New Hire 0
Y]
6 records available. showing 1-6
®100% v
_____ g v

Step Action

9. Click the Customer Service option.

Customer Service

10. Click the Return Selected link.
’ Return Selected
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~
ORACLE Agency Demo Stage Center (7]
« 0 - The following fields require attention before subitting
» Advanced Learning A + One answer must and can only be defined for this type of question (Single select)
» Appearance N .
Lt Add Question 4 Return to Questions List [ Save
w Assessments/Surveys N
Answers Question Details ~ Answers
Assessments/Surveys
mporter
Instances
Prescriptive Pre-Tests Name CST - Greeting
Sl Should you provide your name 1o a caller when answering the
Scores company's phone?
Surveys

A

» Assignments Question Prompt

A

» Categories

A

» Communications

Type

A

» Content

A

» eCommerce

A

» Enroliments
Category

A

» External Training

A

» Gradebook

A

I -
L €, Find Categories

A

» Integrations

¥ Resources s Insert From Resource Manager

A

» LeamCenter Design

A

» Options Resource Name File Type Width  Height Current

A

» Prerequisites No resourees eurrently are associated with this question

A

» Reports

A

» Resources

A

» Social v

%

®100%

Step Action

11. Click the Answers link.

Answers

12. Click the Add Answer link.

13. Enter the desired information into the Answer field. Enter "Yes".
Answer

14. Click the Find Categories link.
‘ Find Categories
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ORACLE Agency Demo Stage Center e
(& Categories Selector - Internet Explorer provided by Texas Comptroller B
@ hitps://: learn.tal lenet/ p D, ile=746410cal -b647-27¢ ﬂ\
Categories Selector Al only
L » Instructions
e | pave
- T}
¥ Filters ®
Name/Description [
®) containing Obeginning with Lve
Staus
Pagination Records per page
|
1
Al categories list i Return Selected
m
6 records available, showing 16
m
- Name & Description v
I Customer Service [}
| Default Category O
Finance
A 0
| Human Resources O
u
| Leadership O
u
E New Hire O
u v
6 records available. showing 16 -
M ®100% ~ [
| . v

Step Action

15. Click the Customer Service option.

Customer Service a

16. Click the Return Selected link.
’ Return Selected
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ORACLE Agency Demo Stage Center e
« 0 - The following fields require attention before submitting:
» Advanced Learning A + This type of questions (Multple choice, single-select) requires that two or more answers be defined, with only
= cne answer being correct. Please define only one correct answer before submitiing
» Appearance N
v Assessments/Surveys B Add Question 42 Retumn to Questions List [ save
Answers Add Answer =
Assessments/Surveys
mporter
Instances Add Answer [ save
Prescriptive Pre-Tests
Questions _
Scores Answer Yes
Surveys

A

» Assignments

A

» Categories

A

» Communications

A

» Content

Answer Feedback

A

» eCommerce

A

» Enroliments

A

» External Training

A

» Gradebook

A

DL Category Customer Service

A

» Integrations

A

» LeamCenter Design

A

» Options

A

» Prerequisites

A

» Reports € Find Categories
S
R N
» Resources - s Insert From Resource Manager
. T
» Social N v
T Mo recnurres currantly ar ith this answer
®100% -

Step Action

17. Click the Save link.

18. Click the Add Answer link.

19. Enter the desired information into the Answer field. Enter "No".
Answer

20. Click the Find Categories button.
‘ Find Categories
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ORACLE Agency Demo Stage Center e
(& Categories Selector - Internet Explorer provided by Texas Comptroller B
@ hitps://: learn.tal lenet/ p D, ile=7c556516a-e3cd-T0¢ ﬂ\
Categories Selector Al only
L » Instructions
e | pave
- T}
¥ Filters ®
Name/Description [
®) containing Obeginning with Lve
Staus
Pagination Records per page
|
1
Al categories list i Return Selected
m
6 records available, showing 16
m
- Name & Description v
I Customer Service [}
| Default Category O
Finance
| O
| Human Resources O
u
| Leadership O
u
E New Hire O
u v
6 records available. showing 16 -
M ®100% ~ [
| . v

Step Action

21. Click the Customer Service option.

Customer Service O

22. Click the Return Selected link.
’ Return Selected
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ORACLE’ Agency Demo Stage Center e

« 0

» Advanced Learning

The following fields require attention before submitting:
« This type of questions (Multiple choice, single-select) requires that two or mare answers be defined, with only
one answer being correct Please define only one correct answer before submitling

» Appearance

///4/45

» Assessments/Surveys Add Question 4 Return to Questions List [ save

Answers Add Answer x
Assessments/Surveys

mporter

Instances Add Answer 1 save
Prescriptive Pre-Tests
‘Questions

Scores

Surveys

Answer No

A

» Assignments

A

» Categories

A

» Communications

A

» Content

Answer Feedback

A

» eCommerce

A

» Enroliments

A

» External Training

A

» Gradebook

A

DL Category Customer Service

A

» Integrations

A

» LeamCenter Design

A

» Options

A

» Prerequisites

A

» Reports | Find Categaries

A

» Resources

- offs Insert From Resource Manager
» Social v

A

%

No resnurces currenthy ar: iated with this answer

®100% ~

Step Action

23. Click the Save link.

ORACLE’ Agency Demo Stage Center [ 3

@ 0

» Advanced Learning

The follawing fields require attention before submitting
+ This type of questions (Multiple choice, single-select) requires that two or more answers be defined, with only
one answer being correct. Please define only one correct answer before submitting

» Appearance A
+ Assessments/Surveys N Add Question 4 Return to Questions List [ Save
Answers -
Assessments/Surveys Question Details Answers
Importer
Instances
gﬁ;ﬂ:e Fre-Tests » Instructions
Scores w Answers * Find From Answer Pool s Add Answer
Surveys
i N Point . N
Assignments A
» 0 - Answer Value Active Actions
} Categories
Yes @
» Communications N L]
5y
» Content A 5
No 0 ] &

A

» eCommerce

A

» Enroliments w Answer order

A

» External Training e

A

» Gradebook

A

pILT

4
C

» Integrations

A

» LeamCenter Design

A

» Options

A

» Prerequisites

A

» Reports

A

» Resources

A

» Social v

%

javascriptvoid(0) H100% v
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Step Action

24. Enter the desired information into the Yes field. Enter "100".

Ves ]

25. Enter the desired information into the Yes field. Enter "99.999".
Yes

26. Click the Save link.

27. Click the Return to Questions List link.

¢a Return to Questions List

ORACLE Agency Demo Stage Center [7Ra
“a ) Questions.
P Advanced Learning
» Filters
» Appearance
¥ Questions = Add Question ) Change Status
v Assessments/Surveys
Answers 1 question available, showing 1-1
Assessments/Surveys
Importer 1
ms‘:ances Question Type Status Actions /]
g’esa”“":e Pre-Tests Should you provide your name to a
qc“jfe':” caller when answering the company’s Muttiple choice single select v ra [}
Surveys phone?

» Assignments

} Categories

» Communications
» Content

» eCommerce

» Enroliments

» External Training
» Gradebook
»ILT

» Integrations

» LeamCenter Design
» Options

» Prerequisites

» Reports

» Resources

» Social v

#100% ~

Step Action

28. Click the Add Question link.
sjs Add Question
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“ 0 - Add Question ¢ Relum to Questions List [ Save
N

» Advanced Learning

¥ Appearance ) Question Details | Answers
w Assessments/Surveys N
Answers Name

Assessments/Surveys
mporter

Instances

Prescriptive Pre-Tests

Questions Question Prompt
Scores

Surveys

A

» Assignments

Type [Select one] ~

A

» Categories

A

» Communications

A

» Content
Category

A

» eCommerce

A

» Enroliments

A

» External Training

© Find Categories

A

» Gradebook

¥ Resources s Insert From Resource Manager

A

»ILT

A

» Integrations Resource Name File Type Width  Height Current

A

» LeamCenter Design No resourees eurrently are associated with this question

A

» Options

A

» Prerequisites

A

» Reports

A

» Resources

A

» Social v

%

javascriptvoid(0) H100% v

Step Action

29. Enter the desired information into the Name field. Enter "CST - Tone of Voice".

Name I |

30. Enter the desired information into the Question Prompt field. Enter "Does your
tone of voice matter when speaking with a customer?".

Question Prompt

31. Click the Type list.
Type | [5elect one) |

32. Click the Multiple choice single select list item.

Multiple choice single select

33. Click the Find Categories link.
‘ Find Categories
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(& Categories Selector - Intemnet Explorer provided by Texas Comptroller =
= netps: T cnet/ P D ile=cl7cl8a81-3044-CTc @] F”“
Categories Selector A
1 P Instructions
o
-
¥ Filters j

Name/Description [

®) containing Obeginning with

Staus
Pagination Records per page
(|
|
¥ Categories list JH Return Selected

6 records available, showing 16

Name & Description

Customer Service

Default Category

B e e

Finance

Human Resources

Leadership

O 0o0oogoW

New Hire

6 records available. showing 1-6

v vlwlwlvwlwlwl

®100%
o~

Step Action

34. Click the Customer Service option.

Customer Service 0

35. Click the Return Selected link.
’ Return Selected
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S # | - Add Question ¢ Retum to Questions List |4 Save
» Advanced Leaming N
¥ Appearance ) Question Details | Answers
w Assessments/Surveys N
Answers Name CST - Tone of Voice
ﬁ;’:ﬁf@?ems}suwws Dioes your tone of voice matier When speaking with & cUStomar?.
Instances
Prescriptive Pre-Tests 5
Questions Question Prompt
Stores
Surveys
» Assignments N
: e
» Categories
Customer Service
» Communications A
» Content A
= Category
» eCommerce A
} Enroliments X
N &)
External T A
PRSI Find Categories
-
» Gradebook N
) ILT B ¥ Resources s Insert From Resource Manager
» Integrations N Resource Name File Type ‘Width Height Current
T
PACERTICARSIEIT No resources currently are associated with this question
» Options N
} Prerequisites. N
» Reports N
» Resources N
» Social A ©
iy
®100%

Step Action

36. Click the Answers link.

Answers

37. Click the Find From Answer Pool link.

‘ Find From Answer Pool
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@ Answers Selector - Intemet Explorer provided by Texas Comptroller

@ https://sigcapps.leam.taleo. P popup. £socE &

<a Return to Questions List |4 Save
Answers Selector
Wl b Finers
=
Y + Answers List <2 Return selected answers
SR SISy ) (Fez2 1l  Find From Answer Pool|ffa Add Answer
Status  Answer Actions Point i
ﬂ Value Active
v No 4 o fist for this question

| v Yes 4 O
I | [t
i

| [+ ]
= 42 Retum selected answers
e

|
e

|
e

|
e

|
E E
E E
1 ®100% ~

— v

Step Action

38. Click the Yes option.
(¥4 Yes rd a

39. Click the Return selected answers link.

<3 Return selected answers
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]
3

“ 0

» Advanced Learning

Add Question

4

A

Question Details Answers

» Appearance

A

w Assessments/Surveys

Answers » Instructions
Assessments/Surveys w Answers
mporter

Instances
Prescriptive Pre-Tests
Questions

Scores

Surveys Yes

Answer

A

» Assignments

¥ Answer order

A

» Categories

Point
Value

(I

0/\

< Return to Questions List |4 Save

.:\ Find From Answer Pool *Add Answer

Active Actions

™ I

Ves

A

» Communications

A

» Content

A

» eCommerce

A

» Enroliments

A

» External Training

A

» Gradebook

A

»ILT

A

» Integrations

A

» LeamCenter Design

A

» Options

A

» Prerequisites

A

» Reports

A

» Resources

A

» Social

%

®100%

Step

Action

40.

Click the Find From Answer Pool link.

i“',\ Find From Answer Pool

(& Answers Selector - Internet Explorer provided by Texas Comptroller

I —

Answers Selector

» Filters

P

¥ Answers List

4 records available, showing 1-4 Page 1of1

Status  Answer Actions

v 7

v Yes v

rixlr o cixler il

4a Return selected answers.

v
m

O

<4a Return selected answers

e

0)\

<a Return to Questions List [ Save

;q_\ Find From Answer Pool *Add Answer

Active Actions

| ¥ 4
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Step Action

41. Click the No option.
No v d O

42. Click the Return selected answers link.

<3 Return selected answers

ORACLE Agency Demo Stage Center e
“ 0 o] Add Question ¢ Retum to Questions List |4 Save
» Advanced Leamning A
» Appearance N Question Defalls | Answers
v Assessments/Surveys R
Answers » Instructions
Assessments/Surveys * Answers @ Find From Answer Pool s Add Answer
Importer
Instances Point =
Prescriptive Pre-Tests Answer Value Active Actions
Questions
Scores o
Surveys No [ & 4
» Assignments N
» Categories N fe= 1] = 4

A

» Communications

» Answer order

N
Yes

A

» Content

A

» eCommerce

A
C

» Enroliments

A

» External Training o

A

» Gradebook

A

»ILT

A

» Integrations

A

» LeamCenter Design

A

» Options

A

» Prerequisites

A

» Reports

A

» Resources

A

» Social v

%

®100%

Step Action

43. Enter the desired information into the Yes field. Enter "99.9999".

Yes ]

44. Click the Save link.

45. Click the Return to Questions List link.

<a Return to GQuestions List
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“ 0 " Questions
5

» Advanced Learning
» Filters

» Appearance N
= - i s Add Question € Change Status

w Assessments/Surveys

Answers 2 questions available, showing 1 - 2

Assessments/Surveys

mporter . y

m;:ances Question Type Status Actions
Prescriptive Pre-Tests
Questions

Scores

Surveys Should you provide your name to a

caller when answering the company's Mutltiple choice single select v y m]
phone?

Does your tone of voice matter when
speaking with a customer?

O

Multiple choice single select v ra

A

» Assignments

A

» Categories

A

» Communications

A

» Content

A

» eCommerce

A

» Enroliments

A

» External Training

A

» Gradebook

A

- LT

AssetMaterial Categories
Assets/Materials
Instructor Led Training
Instructors

Physical Locations

A

» Integrations

A

» LeamnCenter Design

A

» Options

A

» Prerequisites v

4|

®100%

Step Action

46. Click the Answers link.

47. Click the Add Answer link.

lil Add Answerl

48. Enter the desired information into the Answer field. Enter "True".
Answer

49. Click the Find Categories link.
‘ Find Categories

Page 127



CAPPS HR/PAYROLL C S
EUT Course

Centralized Accounting and Payroll/Personnel System
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Oorpacle 00000000 Agency Demo Stac N
(& Categories Selector - Intemnet Explorer provided by Texas Comptroller =
@ https://s learn.taleo.net/lcnet/ p D: 2 g ile=12547a E‘
ve
Categories Selector A

1 » Instructions

 Filters

Name/Description [

®) containing Obeginning with

Staus
Pagination Records per page
|
,
¥ Categories list JH Return Selected

6 records available, showing 16

Name & Description

Customer Service

Default Category

P R O e e

Finance
Human Resources

Leadership

O 0o0oooW

New Hire

v
6 records available. showing 1-6

H100% v
_ v

o

Step Action

50. Click the Customer Service option.

Customer Service O
51. Click the Finance option.

Finance |
52. Click the Human Resources option.

Human Resources O

53. Click the Leadership option.

Leadership |

54. Click the New Hire option.

Mew Hire O

55. Click the Return Selected link.
’ Return Selected
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« 0 o] Add Answer < Return to Answers List [ Save
5

» Advanced Learning

Answer frrue
» Appearance N

w Assessments/Surveys N

Answers

Assessments/Surveys
mporter

Instances

Prescriptive Pre-Tests
Questions Answer Feedback

Scores
Surveys

A

» Assignments

A

» Categories

A

» Communications

A

Category Customer Service
Finance

» Content

A

Human Resources
Leadership
HNew Hire

» eCommerce

A

» Enroliments

A

» External Training

A

» Gradebook

A

- ILT © Find Categories

Asset/Material Categories v Resources dja Insert From Resource Manager
Assets/Materials

Instructor Led Training

Instructors No resources currently are associated with this answer

Physical Locations

A

» Integrations <a Return to Answers List [#] Save

A

» LearnCenter Design

A

» Prerequisites. N ™

Step Action

56. Click the Save link.
57. Click the Return to Answers List link.
<3 Return to Answers List

58. Click the Add Answer link.
s Add Answerl

59. Enter the desired information into the Answer field. Enter "False".

Answer

60. Click the Find Categories link.
‘ Find Categories
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0/\

@ Categories Selector - Internet Explorer provided by Texas Comptroller

Pr=——)

@uﬂps"." eam taleo.net/lcnet p D 7 ]

=34acc5d73-debl-0c: ﬂ‘
ve

Categories Selector

1 » Instructions

 Filters

Name/Description [

@) containing Obeginning with

Staus
Pagination Records per page

 Categories list
& records available, showing 1-6
Name & Description

Customer Service

Default Category

P R O e e

Finance

Human Resources
Leadership

New Hire

6 records available. showing 1-6

~

JH Return Selected

0O 0o0oooW

o

H00% v |

v

P 1 __V

Step Action

61. Click the Finance option.

Finance O
62. Click the Human Resources option.

Human Resources |
63. Click the Leadership option.

Leadership |
64. Click the New Hire option.

New Hire O

65. Click the Return Selected link.
’ Return Selected
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« 0 o] Add Answer < Return to Answers List [ Save
» Advanced Leaming N
Answer Faise
» Appearance N
w Assessments/Surveys N
Answers
Assessments/Surveys
mporter
Instances
Prescriptive Pre-Tests
Questions Answer Feedback
Stores
Surveys
» Assignments N
» Categories A
» Communications A
» Content ¥ Category Finance
53 Human Resources
Leadership
» eCommerce New Hire
} Enroliments X
» External Training N
» Gradebook N
-t X , Find Categories
AssetMaterial Calegories + Resources s Insert From Resource Manager
Assets/Materials
Instructor Led Training
Instructors No resources currently are associated with this answer
Physical Locations
» Integrations % <4a Return to Answers List [ Save
» LeamnCenter Design A
» Options N
» Prerequisites. N ™
<
®100%

Step Action

66. Click the Save link.

67. Click the Return to Answers List link.
<3 Return to Answers List
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ORACLE

« 0
» Advanced Learning
» Appearance

w Assessments/Surveys

Questions.
Scores
Surveys

» Assignments

» Categories

» Communications
» Content

» eCommerce

» Enroliments

» External Training

» Gradebook

q

Training Learn Center

Answers
» Filters
¥ Answers
4 answers available, showing 1 -4
Answer
False
No
True
Yes

4 answers available, showing 1- 4

s Add Answer ) Change Status

Page 10of 1

Feedback Status Actions Vv
v rd
- &
- rd
v s

Page 10f1

P LT
» Integrations
P LearnCenter Design
» Options
P Prerequisites
P Reports
P Resources
» Social
» SubLearnCenters .
Step Action
68. Click the Collapse button.
69. Click the Home button.
70. Congratulations! You have completed this lesson.

End of Procedure.

Creating Surveys

Section 2 - Lesson 2, Exercise 9 - Creating Surveys

You can add Surveys for Users to complete after they have participated in an learning event. These Surveys
can be time-delayed or sent right away. Surveys can be sent to all Users or to a random sampling of Users.
They can also be sent to the User’s Supervisor to report on their employee’s learning experience.

Procedure

In this lesson, you will learn how to create a Survey.

Survey name: Training Survey
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y #
T V ORACLE
Step Action
1. Click the Assessments/Surveys link.
* Assessments/Surveys
2. Click the Surveys link.
Surveys
3. Click the Add Survey button.
;H- Add Survey
4. Enter the desired information into the field. Enter "Training Survey".
Enter the desired information into the field. Enter "Please provide ....".
6. Click the Learning Event Type list item.
Geled] v
7. Click the ILT Session list item.
[ ILT Seession
8. Click the Select ILT Session link.
B Select LT Session
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@ Secure | https://stgcapps.learn.taleo.net/Icnet/controlpanel/dataselector/DataSelector.aspx?type=ILTSession&mode=S5ingledenabled=t1 &

[=] 1LTSessians Selector - Google Chrome: . e on
rveys List

ILTSessions Selector

v Filters
amsDesriton [— P s
® contsining © beginning with
Status
Pagination Records per page
¥ ILT Sessions List JH Return Selected
1 reconds evailbie, showing 18
Name , Description Status
GST - Finance Department v
©5T - Humen Resources Department v
ST - Training Department v
Training Exp - Agency® v
TTT New Hire Orientation v
TTT Team Buiding Training This training will help improve productivity and motivation. v
1 records availabie, shawing 15
i Return Selected

Step Action

9. Click the CST - Training Department option.

10. Click the Return Selected link.
’ Return Selected
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+@DoE"D
» Advanced Learning =

Survey Details
3
~ Survey Details

» Appearance

w Assessments/Surveys

Name [TraimingSuvey ]

‘= Return To Surveys List

[ save

Answers

Assessments/Surveys

I
Imporer Deserpton

Prescriptive Pre-Tests
tions

Please prowds.

Seores Learning Event Type
Suveys
» Assignments ¥
= Sellect the specific ILT Session to assosiate with the survey
» Categories

» Communications.

User Survey

» Content

PRpre— Number of days to delay survey delivery | —

b Enroliments ¢ Send to random users P

» External Training . Supervisor Survey

» Gradebook . © hetive
T — Insctive
» Integrations
» LearnCenter Design ¥
» Options
Prerequisites -
Reports

» Resources ¥

» Social
» Sub LearnCenters 5.
» Tools

» Users

» Virtual ILT

LT Session v

48 Select ILT Session

CST - Training Department
4 Select Instance

4 Select Instance

Step

Action

11.

Click the Select Instance link.
#h Select Instance

[&] Instances Selector - Google Chrome -

(=5 ]

@ Secure | httpsy, learn.talec.net/controlPanel/panels/tests/popup/testSelector.: &

Instances Selector

 Filters.

Combination Filters Select criteria from any or all
Title

@ containing () beginning with

iters

Displey 50+ | Assessments/Surveys per page

* Instances List 42 Return Selected

Current crteria has been preset. Make any customizations to the current crteria and cick ‘Search’ to display your

‘= Return To Surveys List

[ save

ession
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Step

Action

12.

Click the Search button.

Search

13.

Click the CST - Instance option.

14.

Click the Return Selected link.
= Return Selected

ORACLE

.
» Advanced Learning
» Appearance

w Assessments/Surveys

» Categories

» Communications.
» Content

» <Commerce

» Enroliments

¥ External Training

» Gradebook

b

» Integrations.

P LearnCenter Design
» Options

» Prerequisites

» Reports

» Resources

» Social

» Sub LearnCenters
» Tools,

» Users

» Virtual 1T

)

Training Learn Center

Survey Details
¥ Instructions
¥ Survey Details

Name

Description

Learning Event Type

Select the specific ILT Session to associate with the survey

User Survey
Number of days to delay survey delivery
Send to random users

Supervisor Survey

Status

fTraining Sunvey

Flease provie ..

LT Session v

4 Select ILT Session

ST - Training Department

# Select Instance

CST - Instance

# Select Instance

® Active
Insctive

‘2 Return To Surveys List

4 save

Step

Action

15.

Enter the desired information into the Number of days to delay survey delivery

field. Enter "0".

16.

Click the Save button.

HSa'.-'E

17.

Click the Collapse button.

18.

Click the Home button.
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Step Action

19. Congratulations! You have completed this lesson.
End of Procedure.

S2L3 - Training Admins

Creating Instructor-Led Training

Section 2 - Lesson 3, Exercise 1 - Creating Instructor-Led Training (ILT)

The Instructor Led Training (ILT) menu enables you to add and set up information for learning Events that
take place in actual physical locations with live instructors. You can also use this menu to add a database of
Assets (instructors, locations, equipment) that are used for ILT Events.

Procedure

In this lesson, you will learn how to create an ILT. It will include adding an instructor and
location.

You will also display this ILT in the Showroom for users to Enroll.

The ILT name: Event Name - Training Expo
Track: Training Expo - All Employees
Session: Training Expo Agency#

Instructor: Poppy Seed

Location: Southcliff Facility
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“@OEE™ '

%y

4

» Advanced Learning

A

» Appearance

A

» Assessments/Surveys

A

» Assignments

A

» Categories

A

» Communications

A

» Content

A

» eCommerce

A

» Enroliments

A

» External Training

A

» Gradebook

A

»ILT ORACLE’

A

» Integrations

A

» LearnCenter Design

A

» Options

A

» Prerequisites

A

» Reports

A

» Resources

A

» Social

A

P Sub LearnCenters

A

» Tools

A

» Users

A

» Virtual ILT

®100%

Step Action

L. Click the ILT link.
b ILT |
2. Click the Instructor Led Training link.

[nsfructor Ced Training

3. Listed on this page are Events with their Track names, and Sessions. This gives you
an idea of the framework that you will build.

ILTs should have an Event, a Track and a Sessions tied to them. However there is an
option to have stand-alone sessions.

4. Click the Add Event link.
5. Enter the desired information into the Name field. Enter "Training Expo".
: I |
6. Click the Save button.
=
7. Click the Add Track link.
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Step Action

8. Enter the desired information into the * field. Enter " - All Employees".

* |Training Expo
9. Click the Save link.
10. Click the Add Session link.

mjs Add Session |

11. Enter the desired information into the Name field. Enter " - Agency#".

Name |Training Expo
12. Click the scrollbar.
13. You may select from the list of existing Categories. If there are no categories

created you will need to create one and then select it from here.

Click the Select Categories link.
T, Select Categories

—— [E=N ===

(& Categories Selector - Internet Explorer provided by Texas Comptroller
-

~
@ https://stgeapps.learn taleo.net/Icnet/ ! D > g d ~4acadchd6-0L45-da? @
Categories Selector ~
~ Filters
Name/Description I

®) containing O beginning with

Staus
Pagination Records per page
v Categories list B Return Selected

7 records available, showing 17

Name & Description vl

AIlILT Training Survey O
Customer Service O

Default Category O

Finance O | 1
Human Resources O
Leadership O

New Hire O

v
7 records available, showing 1-7
*100% -
—
Course Level

|
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Step Action

14. Click the Human Resources option.

Human Resources O

15. Click the Return Selected link.
’ Return Selected

3 WamE TTaM EXpo = RgETRY®
» External Training A L 1 N
» Gradebook A
A

o LL LearnCenter Search [iInclude in LearnCenter Search

Asset/Material Categories ‘Category Human Resources

Assets/Materials

Instructor Led Training

Instructors
Physical Locations

A

» Integrations

A

» LeamCenter Design

A

» Options € Select Categories

Minimum Seats P

A

» Prerequisites.

A

» Reports

% Maximum Seats 0
P Resources P -
» Social =
» Sub LeamnCenters = Qutline
» Tools A
» Users = Schedule
» Virtual ILT X Start Date 21812017 B

End Date 21222017

Time Zone [Default v

Observes Daylight Saving o
Always show this time zone

Standard Fields

Author

Series Name

Series Number

Course Level

Step Action

16. The maximum number of seats are 15.

Click in the field.

E
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= = WamE TITaMMy EXpo=AgETEy® T
External Trainin A
r g Description ~
» Gradebook A
T
o LL LearnCenter Search [iInclude in LearnCenter Search
Asset/Material Categories ‘Category Human Resources
‘Assets/Materials
Instructor Led Training
Instructors
Physical Locations
» Integrations A
» LearnCenter Design A
. By
» Options B £, Select Categories
; =
P Prerequisites Minimum Seats. D
» Reports A
= Maximum Seats
» Resources Prework
» social A
» Sub LeamCenters A Outline
» Tools A
» Users = Scheaule
¥ Virtual ILT X Start Date 21812017

End Date 2222017

Time Zone [Default v

Observes Daylight Saving o
Always show this time zone

Standard Fields

Author [ ]

Series Name [ ]

Series Number [ ]

Course Level [ |

Cradite. [ 1

®100%

Step Action

17. Enter the desired information into the Maximum Seats field. Enter "15".

Maximum Seats

= = L [TTAMTIY EXpo=AgeTTy ™
External T A
» External Training Description o
-
» Gradebook A
N
oLl LearnCenter Search [ Include in LearnCenter Search
AssetMaterial Calegories Category Fiuman Reseurces
Assets/Materials
Instructor Led Training
Instructors
Physical Locations
» Integrations A
» LearnCenter Design A
. By
» Options B £, Select Categories
: =
» Prerequisites Minimum seats O
-
» Reports N i
< Maximum Seats
» Resources Prework
» Social A
» Sub LeamCenters A Outline
» Tools A
» Users N Schedule
» Virtual ILT N Start Date 2482017

End Date 2222017

Time Zone [Default v

Observes Daylight Saving &4
Always show this time zone

Standard Fields

Author

Series Name

Course Level

[ |
[ |
Series Number [ |
[ |
[ 1

Cradite.

H100% v
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Step Action

18. Click the button to the right of the Time field.

L

= = Name [TTaTg EXpo—Agency
» External Training A
» Gradebook N
A
Ll LearnCenter Search [ZInclude in LeamCenter Search
Asset/Material Categories Category Fuman Resources
Assets/Materials
Instructor Led Training
Instructors
Physical Locations
» Integrations N
» LeamnCenter Design A
” &) 2
» Options = € Select Categories
; =
LTI e Minimum Seats 0
5
» Reports N S00AM v
5 Maximum Seats Z00PM 4
» Resources Prework 415PM
i N 430 PM
» Social 445PM
& Outline S00Pu
» Sub LeamCenters | She P
A 5:30 PM
AR 545 PM
T 5 Schedule £00PM
6:15PM
» Virtual ILT N Start Date 24812017 6:30PM
645 PM
End Date 212202017 T:00PM
TS PM
Time Zone [Default T30 PM v
7.45PM
" o 8:00 PM
Observes Daylight Saving ™ i
. 830 PM
Always show this time zone e B
Standard Fields
Autor - 1
Series Name
Series Number [ |
Course Level [ |
v
Cradits [ 1
H100% ~

Step Action

19. Change the End Time to 5:00 PM.

Click the 5:00 PM list item.
| 5:00 PM

20. Click the scrollbar.

21. Click the Save link.

22. Click the scrollbar.

23. Click the Add Instructor link.

i'.‘l Add Instructﬂrl
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& Instructors Selector - Intemet Explorer provided by Texas Comptroller == ~
@ hitpsy/stocappseam.taleo.net/lcnet/ I JserD Ptype=User@mod 404535374 -b9¢ @]
Instructors Selector
w Instructions 'Bppings
Users who were already selected may be indicated by a grayed out checkbox You may net deselect these users here. Use the checkboxes to the right of the
username to select the users, then click the 'Return Selected" button. \lions
» Filters
=]
Usernames Beginning With Show All [0-9] |E
ABCDEFGHIJKLMNCPQRSTUVWXYZ
1
Combination Filters Select criteria from any or all filters uctor
Field(s) ining Users With Status
Username] M Denied MIPending
First Name| Ml approved [CIRemoved
Last Name| [bisabled Access | focation
‘Group)| Select one v
Number of Usars per Page
w Instructors List
| Material
No users found for the specified filter criteria
purrence
‘foiment
#100% -
¥ Sections Not Shown To User )

)

Step Action

24. Click the Search button.
Search

25. Click the Actions option.
a

26. Click the Return Selected link.
‘I_ Return Selected
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~
ORACLE Agency Demo Stage Center (7]
« 0 =) Session Information 42 Event List e Prerequisites
» Advanced Leaming N .
- ¥ Event Information
» Appearance N
B Name Training Expo
» Assessments/Surveys
} Assignments | Description
} Categories A )
5 * Track Information #h View Track
» Communications |
P — = Name Training Expo - All Employees
ORI | Description
» Enrollments N 7 7 L 7 7
— 5 + Session Information # Edit session (T[] Copy Session s Add Session §§ Delete Session
» External Training
» Gradebook R Name Training Expo - Agency#
< Description
- ILT R "
AssetiMaterial Categories LearnCenter Search Included
Assets/Materials
Instructor Led Training Minimum Seats. 0
Instructors
Physical Locations Maximum Seats 5
. A
» Integrations
Prework
» LearnCenter Design A
Outline
» Options A
} Prerequisites = Schedue
T w Start Date 2/8/2017 8:00 AM csT
Cf T | End Date 212212017 500 PM csT
» Social | Standard Fields
} SubLeamCenters ¥ Author
A v
PATHE Series Name
®100%

Step Action

27. Click the scrollbar.

28. Locations should have already been added to the Locations Table. Adding will pull
the selected Location from that table.

Click the Add Location button.
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(& Choose A Location - Internet Explorer provided by Texas Comptroller S N
@ hitps://stqcapps.learn.taleo.net/ \/panels/courses/popup/ILTLocationChooser.asp?sid= a
# Edit Session Category Mappings
Choose A Location
Actions
Choose a Location
[Select one] v
s Add Instructor
e Actions
%
s Add Location

il was found

ias found

s Add AssetMaterial

||ked for this session

s Add Recurrence

Pattern No recurrence pattem was found
Range No recurrence range was found
¥ Session Enroliments s Add Enroliment

No Enroliments Found

v Sections Not Shown To User

. )
il

Step Action

29. Click the Choose a Location list.
Choose a Location

| [Select one] et |

30. Click the Southcliff Training Facility list item.

Southeliff Training Facility

31. You can select a Room for the session but it does not reserve the room at Southcliff.
You must make scheduling arrangements at Southcliff outside of the system.

Click the Choose a Room list.
Choose a Room

[ [Select one] W |

32. Click the Training Room 2016 list item.
Training Room 2016

33. Click the February list item.
February

34. Click the 8 date/time field.
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Step

Action

35.

Click the scrollbar.

36.

Click the Save button.

Save
ORACLE Agency Demo Stage Center [ R
“ a Session Information <7 Event List gfa Prerequisites

» Advanced Learning

» Appearance

» Assessments/Surveys
» Assignments

» Categories

» Communications

¥ Event Information
Name

Description

+ Track Information

Training Expo

# View Track

» Content Name Training Expo - All Employees
» eCommerce Description
» Enroliments

» External Training

v Session Information

# Edit Session @ Copy Session sja Add Session §§ Delete Session

» Gradebook Name Training Expo - Agency#
Description
- LT
Asset/Material Categories LearnCenter Search Included
Assets/Materials
Instructor Led Training Minimum Seats. 0
Instructors
Physical Locations Maximum Seats 15

» Integrations

Prework
» LearnCenter Design

Qutline
» Options

; Scheouie
P Prerequisites
T Start Date 2/8/2017 8:00 AM csT
» Resources End Date 22272017 500 PM csT
» Social Standard Fields
» SubLeamCenters Author
v
AT Series Name
H100% ~
Step Action

37. Click the scrollbar.

38. Click the scrollbar.

39. Click the scrollbar.

40. Click the Event List link.

¢ Event List

41.

The Training Expo Event is listed along with the Track and Session.
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ORACLE Training Learn Center e
“ 0 " ILT Events/Tracks/Sessions
» Advanced Leaming :: + Fitters
A
Ut = v Events 7| Set Columns  sffa Add Event
» Assessments/Surveys N
} Assignments N 4 events available, showing 1-4
- T
PACH LS| Event Name Description status Actions
P &Y
e Employee Self-Service This training will teach students how to use the - N
» Content w Training CAPPS Employee Self-Service Module. v &
» eCommerce | Training Expo v & rd
» Enroliments N TTT Exceptional Students will learn how to communicate
- Customer Service professionally, gain respect, and improve customer v L] ra
» External Training = Training satisfaction and loyalty.
TTT New Hire
AT 5 R Orientation for all new employees v & a
- ILT R
4 events available, showing 1-4
AssetMaterial Categories
Assets/Materials
}::{:E:g:ed Training w Tracks P set Columns
Physical Locations
» Integrations AY 3 tracks available, showing 1-3
" Y
» LeamnCenter Design E Track Name Description status Actions
" Y
» Options N N
P 2 CST - CPA All Employees This training is for all CPA employees v L] Y4
} Prerequisites. A
—— 5 New Hire Orientation - CPA v & v
S
» Resources | Training Expo - All Employees v L=
» Social |
R 3 tracks available, showing 1-3
w Sub LearnCenters
v
Copy Sub LearnCenters B s o e A Puiek Socci
®100%
.
Step Action
42. To view the Session,

Click the scrollbar.

43. Click the scrollbar.
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» Reports Mew Hire Orientation - CPA v 5 &
» Resources ; Training Expo - All Employees v & '
» Social :
3 tracks available, showing 1-3
» SubLearnCenters
Tool
il ¥ sessions F7 set Columns s Add Quick Session
» Users
» Virtual ILT 6 sessions available, showing 1-6
Session Name  Start Date  Start Time Instructor Event Name Track Name  Status
~ Exceptional CST-CPA
CST-Finance 4312017 BODAM Customer Al v
epartment
Senvice Employees
Training
T
CST - Human Exceptional CST - CPA
Resources 2012017 8:00 AM Customer All v
Department Service Employees
Training
T
Exceptional CST-CPA
CST-Taming 07 BO0AM Customer Al .
pa Service Employees
Training
X ) Training
T;;‘"!:?\,Ex"" 4732017 8:00 AM E'X“'”D‘”g Expo - All v
gency P Employees
. TTT New New Hire
DA NewHIe o017 BODAM Hire Orfentation .
° Orientation
TTT Team
. ILT Quick ILT Quick
Building 2712017 9:00 AM e — T sy v
Training
6 sessions available, showing 1-6
»
.
Step Action

44,

Click the scrollbar.

45.

The following steps will show you how to place the session in the Showroom so
Users can enroll.

46.

Click the Back Arrow link.
da

47.

Click the Course Catalog link.
Course Catalog

48.

Click the INSTRUCTOR LED TRAINING link.
INSTRUCTOR LED TRAINING

49.

This is where you will see the ILT class after you place it in the Showroom.

50.

Click the Edit link.

%

P

S1.

Click the Edit button.

7
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Step Action

52. You will click in the area where you want the text to appear.

Click in the WSYWYG text field.

53. Click the Dynamic Object (DO) link.

7

lIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII&I!ME!IE&II
capps

Centralized Accounting and Paytoll Persommel System

?j - -

Dynamic Object
Thil
“Tistet
.
Expand All

Back =l coliapse a1

e |

Step Action

54. Click the Maximize button.

=
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PR

& Secure | httpsy/stgcapps.learn.taleo.net/LCNet/Dialog/DynamicContentFrame.aspx?sessionid=3-58D9C53F-FF68-42C9-A624-DF 89F 186521 E&thtml=

Dynamic Object

Object Types
Expand All
S collapse Al

E-Advanced Learning
@-Assessments
-Assignments
Gareer Planning
Gategories
Classes/Courses
- Enrolments

ILT Sessions
LeamCenter
&-Reporting

Training And Credits

-

Step Action

55. Click the ILT Sessions link.
-ILT Sess=ions
56. Click the ILT Session link.

-ILT Session Link

57. Click the Insert ILT Session link.
m= Insert ILT Session

58. Click the Training Expo - Agency# option.

59. Click the Return Selected link.
' Return Selected

60. You will type the text as you want it to appear on the ILT Training Listing.

Click the whitespace.

Click Here

61. Press [Delete].
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& Secure | https;//stgcapps.learn.taleo.net/LCNet/Dialog/DynamicContentFrame.aspx?sessionid=3-58D9C53F-FF68-42C9-A624-DF 89F 186521 E&htm

Dynamic Object | Return Selected |

Object Types ILT Session Link
pand All
S collapse Al

Step 1: Choose the session to which you want to link.

s Insert ILT Session
H-Advanced Learning

#-Assessments

‘Tra\mng Expo - Agency® ‘
wi-Assignments Step 2: Choose the text for the link (the user clicks on this):
I J
Categories
‘Classes/Courses
- Enroliments
ILT Sessions

wILT Session Link
LeamCenter

Gareer Planning

& Reporting
Training And Creits

| #/Return Selected

Step Action

62. Enter the desired information into the field. Enter "Training Expo - Agency # -

Click here to Enroll".

& Secure | https;//stgcapps.learn taleo.net/LCNet/Dialog/DynamicContentFrame.aspx?sessionid=3-58D0C 53F-FF68-42C9-A624-DF 89F 186521 E&htm

Dynamic Object ' #Return Selected

Object Types ILT Session Link
pand Al
= Collapse Al

Step 1: Choose the session to which you want to link.

s Insert ILT Session
H-Advanced Learning
&-Assessments

‘Tra\mng Expo - Agency® ‘
wh-Assignments Step 2: Choose the text for the link (the user clicks on this):

‘Career Planning

[Training Expo - Agency # - Cick nere to Enroll
Categories

Classes/Courses
Enroliments
ILT Sessions

ILT Session Link
LeamCenter
& Reporting
Training And Credits

|#Retumn Selected |
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Step Action

63. Click the Return Selected button.
+ Return Selected

64. Your text is showing within the text field.

HOME | CONTACT | LOGOUT

Centrakzed Accounting and PaytollPersonna System

HSans¥ snaamaXx 9« B slo)= EA-Y- JEAAOIBTTEM/ BEFOoHe
Eedezey ¥ W - ) B SEEE Gk S 2O BEEEANM

= d téJ_n —11 k* I | paragraph ~|| Default Font < Size v zoom <

This Page Lists Instructor Led Training

Listed below are the Instructor Led Training (ILT) classes:

Training Expo - Agency # - Click here to Enroll

Back to the Course Catalog.

[ EIHTML QuPrevien [<tabl | [<tr>] [<td page-ta>] [<dn> | [<a>| Words:28 Characters:293

It

Step Action

65. Click the Save button.
|
66. Click the View link.
]
67. This how Users will see the listing of ILT classes.
68. You can test the link from here.

Click the Training Expo - Agency # - Click here to Enroll Link link.

Training Expo - Agency # - Click here to Enrall
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@ Secure | https;

learn.taleo.net/controlPanel/panels/enroliments/popup/ILTSessionView.asp?DCT=

HOME | CONTACT | LOGOUT

Session Information

¥ Event Information
Name
Description

w Track Information
Name
Description

* Session Information
Name
Description
Start Date
End Date
Minimum Seats
Maximum Seats
Prework
Outline

Standard Fields

Training Expo

Training Expo - All Employees

Training Expo - Agency#

413/2017 8:00 AM coT
4772017 5:00 PM coT
0

15

Author
Series Name
Sarias Mumba i

State Link Policy

| Bstate Library
I Contact Us

Public Information Act

Step Action

69. The Session Information appears.

Click the scrollbar.

@ Secure | https;

learn.taleo.net/controlPanel/panels/enroliments/popup/ILTSessionView.asp? DCT=

HOME | CONTACT | LOGOUT

00T10031220

+ Location Information
Location

| Description

Address 1:

City:

State:

Zip

Time Zone

Room

Directions
+ Session Enroliments
Enroliment Name

Training Expo - Agency#

Last Name, FIrst Name

Seed. Poppy

Southeliff Training Facility
Training Headquarters
2015 S IH 35 Frontage Rd
Austin

™

78741

(UTC-05:00) Central Time (US & Canada)

2016

Description

Actions

Click here to
enroll

State Link Policy

| Bstate Library
I Contact Us

Public Information Act
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Step Action

70. Click the Click here to enroll link.

Click here to
enrall

71. The User will use the Enroll button at the top right of the page.

[ ] = Enrliment Information - Google Chrome HOME | CONTACT | LOGOUT

@ Secure | https://stgcapps.learn.talec.net/eventscalendar/enroliments_popupControl2.aspreid=357&DCT=1¢
Enroliment Information £ Enroll =

¥ Session Information

Event Type Instructor Led Training Session
Name Training Expo - Agency#
Description

Start Date 4372017 8:00 AM coT

End Date 47712017 5:00 PM coT

* Registration Information

Name Training Expa - Agency#

e Library State Link Poiicy
Description Contact Us
Enroliment Opens 3/21/2017 8:00 AM GOT Pubic Information Act
Enroliment Closes 4/3/2017 8:00 AM coT
Minimum Seats 0
Maximum Seats 15
Seats Remaining 15

Current Status
P Admin Contacts
» Properties
Standard Fields
Author

— Series Name

A EQME S M W@

Step Action

72. Click the Close button.

X

73. Click the Close button.

e

74. Congratulations! You have completed this lesson.
End of Procedure.

Creating Assessments (Tests)

Section 2 - Lesson 3, Exercise 2 - Creating Assessments (Tests)
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There are many tasks to perform when creating an Assessment. The following is a basic high level

overview of this process:

1. Add Categories - This will assist you in organizing your test-related items for easy retrieval and

CAPPS HR/PAYROLL
EUT Course

when randomizing Questions for a particular Assessment.

wok wN

Assignment.

Add Questions and Answers for the Assessments.

Add the Assessment and package the Questions and Answers together.
Add the Instance by defining the properties of the Assessment, such as the passing grade.

Distribute the Assessment to users - This is accomplished by creating an Enrollment or

6. Manage Scores - Convert numeric scores into non-numeric scores if necessary.

Procedure

In this lesson, you will learn how to create an Assessment.

In this scenario, you will:

1) Create a Customer Service Assessment.
2) Map it to the Agency Demo Course
3) Add the CST - Instance

ORACLE Agency Demo Stage Center

0 "
» Advanced Learning
» Appearance
» Assessments/Surveys
» Assignments
» Categories
» Communications.
» Content
» eCommerce
» Enroliments
» External Training
» Gradebook
P ILT
» Integrations
» LeamnCenter Design
» Options
» Prerequisites
» Reporis
» Resources
» Social
» Sub LearnCenters
» Tools
» Users

» Virtual ILT

ORACLE

H100% ~
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Step Action

1. Click the Assessments/Surveys link.
Assessments/Surveyq
2. Click the Assessments/Surveys link.

Pssessments/Surveyd

3. Click the Add Assessment link.
|i_'.‘i Add Assessment

4. Enter the desired information into the Name field. Enter "Customer Service
Assessment".
Mame | |

5. Enter the desired information into the Instructions/Description field. Enter "Please

take the CST Assessment before ending the course.".
Instructions/Description

6. Click the Type list.

Type | [2elect one] v
7. Click the Assessment list item.

Azzezsment
8. Click the Find Categories link.

Y Find Categories
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ORACLE Agency Demo Stage Center e
(& Categories Selector - Intemnet Explorer provided by Texas Comptroller B
CI—m—— E w57 @)

e
Categories Selector A
L » Instructions
>
-
¥ Filters
Name/Description [
®) containing Obeginning with
Staus
Pagination Records per page
i
1
Al categories list JH Return Selected
m
6 records available, showing 16
m
- Name & Description v

I Customer Service O

| Default Catt

i efault Category O s

Finance

| O

| Human Resources O

u

| Leadership O

u

E New Hire O =

- ‘I
6 records available. showing 16

1 R100% v |

i— —_——————————— v

Step Action

9. Click the Customer Service option.

Customer Service O

10. Click the Return Selected link.
’ Return Selected
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ORACLE’ Agency Demo Stage Center e
« 0 =) Add Assessment < Return to Assessment list [ Save
» Advanced Leaming N est
¥ Tesli
» Appearance N
T Name Customer Service Assessment
R T S e Instructions/Description Please take the C5T Assessment before ending
Answers the course.
Assessments/Surveys
Importer
Instances
Prescriptive Pre-Tests
Questions
Stores
Surveys
» Assignments B Type
» Categories X Category ‘Customer Service
» Communications A o
» Content A o
» eCommerce A
} Enroliments X
» External Training N & Find Categories
» Gradebook N
— ~ Questions s SelectManage Questions sa Select Random Questions from Mapped Categories
» LT
- 5 (® Manually select the questions to appear on this assessment.
PR AT O Select question category/categories and have questions selected randomly during assessment administration
» LearnCenter Design N
- T Question Point Value
» Options N
) Prerequisites N No questions are currently assigned for this test
» Reports N
W Question Order
» Resources
- 5 To change the order of the questions as they are to appear on the test:
» Social « Select the guestion by clicking on it from the list below. v
T « Gick the adjacent up armow icon to move the question up in order
®100%
Step Action
. N .
11. Click the Select/Manage Questions link.
. A
ae ace Center 7]
& Questions Selector - Intemet Explorer provided by Texas Comptroller =
= netps < Iearn taleo.net/c b popup Pmulti=1 £99CB796-8F5 Al

Return to Assessment list |4 Save
Questions Selector

b Flers (| —

¥ Questions List <= Return selected | fent berore ending

=

2 records available, showing 1-2

Question Type C:II:: status W/
Does your tone of voice matter when

i 3 et Multiple choice single select ~ 99.999 v O

Should you provide your name to a caller
when answering the company’s phone?

Multiple choice single select 99.999 ("4 O

4a Retum selected

(=N +]

e

iBm Questions from Mapped Categories

Point Value

est

e

100%

=

Page 158



CAPPS HR/PAYROLL
EUT Course

Centralized Accountng and Payroll Personnel System

Step Action

12. Click the 99.999 option.
99.999 v O

13. Click the 99.999 option.
99 999 v O

14. Click the Return selected link.

<z Return selected

~
ORACLE Agency Demo Stage Center (7]
« 0 =) Add Assessment ¢ Return to Assessment list |4 Save
¥ Advanced Leaming A
¥ Test
» Appearance N
T Name Customer Service Assessment
R T S e Instructions/Description Please take the C5T Assessment before ending
Answers [the course.
Assessments/Surveys
Importer
Instances
Prescriptive Pre-Tests
Questions
Stores
Surveys

A

» Assignments Type
» Categories X Category Customer Service

» Communications N

» Content N A
» eCommerce = e
» Enroliments N

A

» External Training ) Find Categories

A

» Gradebook

dja SelectiManage Questions dfs Select Random Questions from Mapped Categories

A

pILT

Manually select the questions to appear on this assessment.
Select question category/categories and have questions selected randomly during assessment administration

A

» Integrations

A

» LeamCenter Design

O T B Point Value
» Prerequisites. N Should you provide your name to a caller when answering the company's phone? 99.999
<
PRHEEE Does your tone of voice mafter when speaking with a customer? 99.999
» Resources A
Point Total: 199.998
» Social A o

7

H100% -

Step Action

15. Click the scrollbar.

16. Click the Save link.

17. Click the Instances link.
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Step Action

18. Click the Add Instance link.

lﬂ- Add Instan |

ORACLE Agency Demo Stage Center [ 3

@ 0

» Advanced Learning

Add Instance <a Retum to Instances List

¥ Instructions

» Appearance =
5 To add an instance
7 B AR  Select an assessment by clicking the "Select Assessment” bution. Choose one from the resulting popup
Answers selection utility

- Specify the title to identify the instance and any eptional instructions you wish the leamer to see before
Assessments/Surveys cOmMeNcing the exam

Imgorter + Select the specific item to associate the assessment, survey or evaluation with. Select the respective item fo

‘Pﬂstﬂﬂce|3 — associate from the selection utility.
Tescriplive Pre-Tests - Specify the individual instance traits for the assessment in Options section
Questions
Scores
Surveys v Select Assessment

4,

» Assignments .
€ Find Assessment

A

} Categories

Name

A

» Communications

A

» Content

A

» eCommerce

Pre-Instructions

A

» Enroliments

A

» External Training

A

» Gradebook

A

pILT

A

» Integrations

Postnstructions

A

» LeamCenter Design

A

» Options

A

» Prerequisites

» Reports A Status active O Inactive
O A Note: Pre- and Post-Insiructions are capable of accepling HTML characters
» Social N v

v Item A

i

H100% ~

Step Action

19. Click the Find Assessment button.

‘ Find Assessment
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ORA - Agency Demo Stage 0"
(& Assessments/Surveys Selector - Internet Explorer provided by Texas Comptroller

Erm—

veys §

’ ¢a Retum to Instances List

w Filters
Combination Filters Select criteria from any or all filters |[fment” bution. Choose one from the resuling popup

Tvn-;‘ st nal instructions you wish the leamer to see before
s
g Asse,i,imfm survey or evaluation with. Select the respective item to
O Survey/Evaluation
© Form
() User Assessment
Name/Description Category
@ containing () beginning with (ShowAll %

|lent in Options section

|l Assessment

Display Assessments/Surveys per page
w Assessments/Surveys List 4a Return Selected
Current criteria has been preset. Make any customizations to the current criteria and click
‘Search’ to display your results.
il
il
Ife © nactve

H100% ~

Step Action

20. Click the Assessment option.

Type
® All test types
[] Assessment

() Survey/Evaluation
iy Form
(1 User Assessment

21. Click the Search button.

Search

22. Click the Customer Service Assessment option.

0 Customer Service Assessment

23. Click the Return Selected link.
<z Return Selected
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ORACLE Agency Demo Stage Center e

0 " Add Instance

» Advanced Learning

4a Retum to Instances List

4

+ Instructions

A

» Appearance

To add an instance

SRS RCTE S SV + Select an assessment by clicking the "Select Assessment” button. Choose ane from the resulting popup
selection utlity

- Specify the title to identify the instance and any optional instructions you wish the leamer to see before
commencing the exam

+ Select the specific item to associate the assessment, survey or evaluation with. Select the respective item to
associate from the selection utility.

A

Answers
Assessments/Surveys
mporter

Instances

Prescriptive Pre-Tests + Specify the individual instance traits for the 3ssessment in Options section
Questions

Scores

Surveys w Select Assessment

A

» Assignments

(£ Find Assessment

A

» Categories
- Selected Assessment Customer Service Assessment
» Communications
» Content A Name
» eCommerce A
} Enroliments X

A

» External Training Pre-Instructions

A

» Gradebook

A

»ILT

A

» Integrations

A

» LeamCenter Design

A

» Options Postnstructions

A

» Prerequisites

A

» Reports
» Resources N Status ® active O Inactive
- T
» Social h Note: Pre- and Post-Instructions are capable of accepting HTML characters v
iy
®100% ~
Step Action

24.

Enter the desired information into the Name field. Enter "CST Assessment".

Name [ |

25.

Enter the desired information into the Pre-Instructions field. Enter "Please take
assessment prior to the end of the course.".

Pre-Instructions

26.

Enter the desired information into the Post-Instructions field. Enter "In order for
the course to be complete, you must take the assessment.".

Post-Instructions

27.

Click the scrollbar.
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Step Action

28. Click the Select the item type to associate the assessment with list.
Select the item type to associate the assessment with

| [Select one] \-"|

29. Click the Course list item.
Courze

30. Click the Select Course link.

=Y Select Course

(& Courses Selector - Intemet Explorer provided by Texas Comptroller T — ol o

~
ey —m—, —

Jpopup/courseSele tRisoure t=singled @

Courses Selector

» Instructions
¥ Filters {click the icon to toggle advanced fifter view)

Course Titles Beginning With [Show Al [0-9]
ABCDEFGHIJKLMNOPQRSTUVWXYZ

Combination Filters Select criteria from any or all filters

O Any courses type Courses Location
Co luded in thi: v
() Courses added with the AICC Importer E Cn:zz: :"::::ne" :y y;su =
) Gourses added with the SCORM Importer I 7
(® Courses added within the LeamCenter
O Caursa Titles Containing Courses n ths SkilCategory
. ills
@ Gourse Titles Beginring With
— Coores
[Select one] ~

Number of records per page [10_ /]

¥ Courses List
Current Filter { Added within the

The latest fiter you applied has been automatically preset, but not applied yet. Make any modifications necessary or click on 'Search’ now to
use the preset information.

#100% ~

Step Action

31. Click the Search button.

Search

32. Click the Selection option.

@ Course for Agency Demo 12/16/2016 10:23 AM csT Open k2
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| & Courses Selector - Intemet Explore: provided by Tenas Comptroller iy — == o
r @ https://stgcapps.leam.taleo. I/p popup, Tmod tBisource= M, ingled @
| Courses Selector 1
)| » Instructions
|| ¥ Filters iclick the icon to togale advanced filter view)
| Course Titles Beginning With [Show Al [0-0]
ABCDEFGHIJKLMNCPQRSTUVWXYZ

B Combination Filters Select criteria from any or all filters
j () Any courses fype CDoulses Location

B ‘Courses are included in this. v
[ O Courses added with the AICC Importer Clicrsssaammm o |

|| O courses added with the SCORM Imperter [ [individual SGOs ~
| ®Courses added within the LeamCenter

| ©eueTives contaiing Courses in this SkillCategory

ills
I (@ Course Titles Beginning With [t ]
Calegories

| [iSstest one] v
| Mumber of recoras per pag:
i
m

v Courses List Q Return Selected

u

|

§ Added within the
:II Current Filter { Course Tities Beginning With "C"
3 1 course available, showing 0-1
Title Type Added Date status Actions
[ Course for Agency Demo 1216/2016 10:23 AM st Open v
H100% ~

Step Action

33. Click the Return Selected link.

Q Return Selected

A

P IT

A

» Integrations

A

» LearnCenter Design status

A

» Options

A

» Prerequisites

A

» Reports ¥ ltem Association

A

» Resources

A

» Social

A

» SubLearnCenters
f“ Select Course

A

» Tools

- ‘Course for Agency Demo
» Users N
» Virtual ILT = ¥ Electronic Signature

Display Electronic Signature

¥ Options
Time limit (in minutes)

Paging

Limit # of views

Limit # of submissiens
Completion Credits

Randomize question order
Randomize answer order {multi-c
Show missed questions only

Type of assessment:

Note: Pre-and Post-Instructions are capable of accepting HTML characters.

Select the item type to associate the

Select the specific course to associate with the instance.

® active © Inactive

with Course

Start of instance Inherited v
Endofinstance | Inherited ¥

[CH—
® show All

© Number of Questions perpage:| |
'~ show Questions grouped by Category

e questions only) @
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Step Action

34. Enter the desired information into the Limit # of submissions field. Enter "1".

A

T

A

Integrations

A

LearnCenter Design status

A

Options

A

Prerequisites

A

Reports ¥ Item Association

A

Resources

v vl v v v v v | w

A

Social

A

» SubLearnCenters
£ Select Course

A

¥ Options
Time limit (in minutes)

Paging

Limit # of views

Completion Credits

Type of assessment:

Note: Pre-and Post-Instructions are capable of accepting HTML characters,

Select the item type to associate the assessment with

Select the specific course to associate with the instance.

» Tools

= Course for Agency Demo
» Users N
» Virtual ILT = * Electronic Signature

Display Electronic Signature Startofinstance | Inherited ¥

End ofinstance Inherited ¥

Limit # of submissions

Randomize question order
Randomize answer order (multi-choice questions only)

Show missed questions only

Inactive

Course v

®

Show All
MNumber of Questions per page:

Show Questions grouped by Category

® No“ Yes
® N0 Yes
® N0 Yes

[Select one] 2

Step Action

35. Click the scrollbar.
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¥ Options
Time limit (in minutes)

Paging

Limit # of views

Limit # of submissions

Completion Credits

Randomize question order

Show missed questions only
Type of assessment:

Show results

Show details

Show author feedback
Required:

Show results in Gradebook

Post Comments

v Customized Results Display

Customiza

n Required @

Randomize answer order (multi-choice questions only)

[CH—
® show All

Mumber of Questions per page:| |

' show Questions grouped by Category

® No ' ves

[Select one]

Step Action

36. Click the Type of Assessment button.

| [Select one] v

¥ Options
Time limit (in minutes)

Paging

Limit # of views

Completion Credits

Randomize question order

Randomize answer order {multi-choice questions only)
Show missed questions only

Type of assessment:

Show results

Show details

Show author feedback

Required:

Show results in Gradebook

Post Comments

¥ Customized Results Display

Customization Required @

[CH—
® show All

Mumber of Questions per page:| |

© show Questions grouped by Category
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Step Action

37. Click the Post-test list item.
Post-test

¥ Options
Time limit (in minutes) o
Paging ® Show All
Number of Questions per page:
Show Questions grouped by Categary
Limit # of views o
Limit # of submissions 1
Completion Credits o
Randomize question order ® no O ves
Randomize answer order (multichoice questions only) ~ ® o O yeg
Show missed questions only ® No© ves
Type of assessment:
Show results ® no O ves
Show details ® No© ves
Show author feedback ® No D Yes
Required: ® no O ves
Show results in Gradebook ® No© ves
Score of record for course ® No D yes
Minimum passing score for completion (percentage) o
Post Comments
4
v Customized Results Display -

Step Action

38. Click the Show results - Yes option.

39. Click the Required - Yes option.

40. Click the Yes option.
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¥ Options
Time limit (in minutes) o
Paging ® Show All
Number of Questions per page:
Show Questions grouped by Categary
Limit # of views o
Limit # of submissions 1
Completion Credits o
Randomize question order ® No© ves
Randomize answer order {multichoice questions only) ~ ® g ) veg
Show missed questions only * No Yes
Type of assessment: Post.test v
Show results No @ ves
Show details ® o O ves
Show author feedback ® no O ves
Required: No® ves
Show results in Gradebook No @ ves
Score of record for course ® no O ves
Minimum passing score for completion {percentage) [
Post Comments
4
¥ Customized Results Display -

Step

Action

41.

Enter the desired information into the Minimum passing score for completion
(percentage) field. Enter "75".

42.

Click the scrollbar.

Show results No ® ves
Show details ® No ves
Show author feedback * No Yes
Required: No® vYes
Show results in Gradebook No ® Yes
Score of record for course * No Yes

Minimum passing score for completion (percentage)

Post Comments

¥ Customized Results Display

Customization Required

Save
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Step Action
43, Click the Save button.
Save
44, The CST - Instance is now created.
45. Click the Collapse button.
46. Click the Home button.
a
47. Congratulations! You have completed this lesson.
End of Procedure.

Creating Enrollments

Section 2 - Lesson 3, Exercise 3 - Creating Enrollments

Enrollments enable administrators, supervisors, and managers to prescribe learning and monitor student
progress. Using Enrollments, you can make optional or mandatory training available to students. You can
also enable students to self-enroll or nominate themselves for content.

Self-enrollments can be set up to allow open enrollment or require supervisor approval. Users are notified
of status changes through automatic email messages.

Procedure

In this lesson, you will learn how to create Enrollments in order for Users to be able to enroll
themselves in an ILT.

In addition, you will enroll a User into an ILT.
User: Minty Menthol

ILT Name: Training Expo Agency#
Category: Human Resources
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ORACLE Training Learn Center (7]

«OEE™ '

%y

4

» Advanced Learning

A

» Appearance

A

» Assessments/Surveys

A

» Assignments

A

» Categories

A

» Communications

A

» Content

A

» eCommerce

A

» Enroliments

A

» External Training

A

» Gradebook

A

» T ORACLE’

A

» Integrations

A

» LearnCenter Design

A

» Options

A

» Prerequisites

A

P Reports

A

» Resources

A

» Social

A

» SubLearnCenters

A

» Tools

A

» Users

A

» Virtual ILT

Step Action

1. Click the Enrollments link.
Enrollments

2. Click the Enrollments link.

Enraliments

3. Click the Add Enrollment link.
i'.‘l Add Enroliment

4. You will need to select the Event for the Enrollment.

Click the button to the right of the Event field.

T
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ORACLE
“« 0 =)
N

» Advanced Learning

A

» Appearance

A

» Assessments/Surveys

A

» Assignments

A

» Categories

A

» Communications

A

» Content

A

» eCommerce

A

» Enroliments

Assets/Materials
Enrollments

Group Permissions
Roster

A

» External Training

A

» Gradebook

A

T

A

» Integrations

A

» LearnCenter Design

A

» Options

A

» Prerequisites

A

» Reports

A

» Resources

A

» Social

A

» SubLearnCenters

A

» Tools

A

» Users

Training Learn Center

Add Enroliment
¥ Event Information

Ewvent

Ewvent Name
Event Description
Event Starts
Event Ends

LearnCenter Search
~ Enroliment Information

Enroliment Name
Enroliment Description

Opens
Closes

Visible

Default Post Enroliment Status
Completion Certificate
Minimum Seats

Maximum Seats

Waitlist

Options

4a Enroliment List [ Save

[Select One]
[Sekect One]
Assessment Instance
Chat Room

Class

Forum

Instructor Led Training Session
LearnGenter

Oniine Course

Oniine Synchronous Course
Self Study

Virtual Instrustor Led Training

v ® Ay

282017 & v (00 v |®ay
22212017 5 v (007 |®am
82017 5 v (007 |®am
¥ Use events time zone settings

[Defaul]

0

30

PM

PM

PM

PM

© None ® unimited © Wax number of users I:l

[] Reauire Supervisor Approval

] Autematically approve all users who sign up for this enrcllment
(] Automatically drop removed users for this enrollment

|} Allow users to drop this enroliment

Qverride group permission for allowing USers to drop this

enmliment

Action

Click the Instructor Led Training Session list item.

| Instructor Led Training Sessicn

You can filter using a Category if one was created attached to the ILT.

In this example, you will not filter by a Category, you will move forward an choose

an ILT Session.
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[=] Event Selector - Google Chrome [P === B
- SESE— - (7}

@ Secure | httpsy//stgcapps.learn.taleo.net/controlPanel/panels/enroliments/popup/enrolimentEve

Instructor Led Training Sessions

r 4 Enroliment List [ Save
» Instructions
* Filters b
ljjLed Training Session ¥
#8 Find Category

Filter

¥ Choose an ILT Session

||B in LearnCenter Search
# Viewthis Session

Training Expo - Agency# +

& v [[00 7 |® AP

g v[[00v|®amCpy

———— — & V[0 |®auCpu

» LearnCenter Design

A

¥ Use events time zone settings

A

» Options Default Post Enroliment Status [Defautt] v

A

» Prerequisites Completion Certificate

A

» Reports Minimum Seats 0
&)
¥ Resources K Maximum Seats 30
- &)
» Social N .
5 Waitiist O None ® Uniimted O Max number ofusers ||
» SubLearnCenters A Options [] Require Supervisor Approval
5 ] Automatically approve all users who sign up for this enrollment
» Tools "1 Automatically drop removed users for this enroliment
Step Action

Click the Training Expo - Agency # list item.
Training Expo - Agency#

Click the Return Selected link.
¢a Return Selected

IMPORTANT: The Enrollment Information section contains options that can be
edited for when this Session opens and closes for enrollment.

You can also adjust when the session should be visible to Users, if applicable.

10.

Now you will walk through Enrolling a User for this session.

Click the scrollbar.

11.

Be sure to review the Options section.

If this enrollment requires a Supervisor Approval, it must be selected.

12.

Click the Add Users link.
s Add Users
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=] Users Selector - Google Chrome —
e

F .o.--@_g =

aspx?type=User@mode=Multiple8.enabled=True

@ Secure | https://stgcapps.learn.taleo.net/lcnet/controlpanel/d. I

tor/UserD: I

Users Selector
¥ Instructions

Users who were already selected may be indicated by a grayed out checkbox You may not deselest these users here. Use the checkboses to the right of the
username to selectthe users, then click the ‘Return Selectad’ button.

w Filters

Usernames Beginning With Show Al [0-0] I
ABCDEFGHIJKLMNOPQRSTUVWXYZ

‘Combination Filters Select criteria from any or all filters

{{fliment
Field(s) containing  Users With Status i
Username! ¥ Denied ¥ Pending
First Name ¥ Approved [ Removed )
Last Name! S Disabied Ac -
Group| Sekect one Isabled Access
Number of Users per Page 50 v |

¥ Users List

|

Jlt Users

Step Action

13.

Enter the desired information into the First Name field. Enter "minty".

=] Users Selector - Google Chrome —
»

- == E

aspx?type=User@mode=Multiple8lenabled=True

& Secure | https://stgcapps.learn.taleo.net/Icnet/contralpanel

torfUserD:

Users Selector
w* Instructions

Users who were already selected may be indicated by a grayed out checkbox You may not deselect these users here. Use the checkboxes to the rightofthe
username to select the users, then click the ‘Return Selected’ button.

« Filters ]
Usernames Beginning With Show Al [0-9]
ABCDEFGHIJKLMNOPQRSTUVWXYZ
{iliment
Combination Filters Select criteria from any or all filters
Field(s) containing a Users With Status i
¥/ Denied ¥ Pending

First Name minty ¥ Approved Z Removed
Last Name| - s

Group Selectone |/ Disabled Access
Number of Users per Page[ 50 v |

+ Users List

Users
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Step Action
14. Click the Search button.
Search
15. Minty appears in the Users List in an Approved Status.
Now you will enroll them.
Click the Action option.
16. Click the Return Selected link.
J_ Return Selected
17. Click the scrollbar.
18. Click the scrollbar.
19. Click the scrollbar.
20. Click the Save button.
H Save
21. Click the Yes button.
Yes
22. Click the scrollbar.
23. Click the View Users link.
ﬁl_ View Users
24. Minty has a Pre-Status of Nominated. This means there is an approval that needs
to take place.
For training purposes, change the status to Approved.
25. Click the button to the right of the Pre-Status field.

L
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ORACLE’ Training Learn Center (7]
« 0 " Training Expo - Agency# Users <a Backto AllEnroliments #h View Enroliment Details [ save
» Advanced Learning N
-
» Appearance N
i i Enrolled seats
S
» Assessments/Surveys K Seats Seats Users Available SE =
F R 2/14/2017 8:00 2/22/2017 5:00
» Assignments =
o 0 1= 0 1 AM gsT PM cst
» Categories
» Communications | b Filters
» Content N ¥ Users ﬂ Edit Roster Details ﬁ Set Columns [ Send Message & Approve Neminated Users
N —
¥ eCommerce ) Manually Select Pre-Status.
v Enroliments = 1 user available, showing 1-1
Assets/Materials =
Enoliments ysemame ISt astname  Pre-status Credit Priority  pate
Group Permissions
Rosier 2i812017
. MCHE438  Minty Menthol 59 12:46
» External Training A Nominated PM cs1
Ty Approved
» Gradebook A ‘ Denied 4
il - ‘Waiting List
T N 1 user available, showing 1-1 D:ég s
Forced Enroliment
» Integrations A » New Users User Droppes s Add Users
. T Approval Cancelled
» LearnCenter Design N Pending Approval 8 View Details [ save
» Options N
» Prerequisites N
» Reports N
» Resources A
» Social A
» SubLearnCenters A
» Tools |
» Users |
S
Step Action
26. Click the Approved list item.
Approved
ORACLE" Training Learn Center (7]
« 0 =) Training Expo - Agency# Users <a Back to AllEnroliments g View Enroliment Details [ Save

4

» Advanced Learning

» Appearance N M g .

» Assessments/Surveys A Seats Seats ﬁ's'?r's'e"
» Assignments N 0 15 1

» Categories N

» Communications N b Filters

» Content N ¥ Users

A

» eCommerce

A

» Enroliments

Assets/Materials
Enrollments

Group Permissions
Roster

A

» External Training

A

» Gradebook

A

T

A

» Integrations

A

» LearnCenter Design

A

» Options

A

¥ Prerequisites

A

» Reports

A

» Resources

A

» Social

A

P SubLearnCenters

A

» Tools

A

» Users

[ Manually Select Pre-Status
1 user available, showing 1-1

Seats
Available

14

start End
2/14/2017 8:00 212212017 5:00
AM csT PM st

£ Edit Roster Details 7 Set Columns [ Send Message ¢ Approve Nominated Users

Username  First ! . e, Date
= Na Last Name Pre-Status Credit Priority Enrolled
282017
“MCHE438  Minty Wenthol 99 12:46
PM cs1
<« I — 4
1 user available, showing 1-1
» New Users = Add Users

4= Backto AllEnroliments g8 View Enroliment Details H Save

Page 175




EUT Course

CAPPS HR/PAYROLL @

Centralized Accountmng and Payroll Personnel System

Step

Action

27.

Click the Save button.

[ save

28.

Click the Back to All Enrollments link.
¢a Back to All Enrollments

29.

The following steps will show you how to place the session in the Showroom so
Users can Enroll.

ORACLE Training Learn Center [7]
0 bl Training Expo - Agency# Users 42 Back to AllEnroliments 48 View Enroliment Details [ save
» Advanced Learning
ST € Enoled user saved
» Assessments/Surveys * Enroliment Information
» Assignments Minimum Maximum Enrolled Seats
seats seats Users Available LiZ Ll
¥ Categories ) e ; 1 2/14/2017 8:00 2/22/2017 5:00
» Communications AM esT PM g1
» Content » Filters
PEEENEEE w Users €3 Edit Roster Details 77} Set Columns [ Send Message

» Enroliments

Assets/Materials Manually Select Pre-Status

Enrollments 1 user available, showing 1-1
Group Permissions
Roster First & o Dats
Username 5
» ExtemalTraining . P Name Last Name Pre-Status Credit Priority Enrolled
: 282017
» Gradebook MCHE438 Minty Menthol Approved v <None> ¥ 99 12:46
PM cs1
»IT S
¥ Integrations 1 user available, showing 1-1
» LearnCenter Design
» New Users = Add Users
» Options .
Add Users
4= Back to AllEnroliments ## View Enrollment Details

» Prerequisites
» Reports

» Resources

» Social

» SubLearnCenters

» Tools

» Users

Step

Action

30.

Click the Back Arrow link.
4=

31.

Click the Course Catalog link.
Course Catalog

32.

Click the INSTRUCTOR LED TRAINING link.
INSTRUCTOR LED TRAINING

33.

This is where you will see the ILT class after you place it in the Showroom.
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Step

Action

34.

Click the Edit link.
&

35.

Click the Edit button.

7

36.

Click in the WSYWYG text field.

You will click in the area where you want the text to appear.

37.

Click the Dynamic Object (DO) link.

7

Certralized Accountingand PayollPersome System

capps

{5 tyric e soogecrord MRS RS I L i =T~
= . e - v v v~
= q| & secure | https;/stgcapps.learntaleo.net/LCNet/Dialog/DynamicContentFrame.aspx?sessionid=3-5BDICS 3F-FFE8-42C9-A624-DF8IF 186521 E&htmi=
=3

Dynamic Object
Thij|
“Listeg

Object Types. -

Expand All
Backf | = Collapse A1

Advanced Leaming
-Assessments
- Assignments
Career Planning
Categories
~ClassesiCourses
Enroliments
ILT Sessions

~LeamCenter

Reporting
Training And Credits

e |

Step

Action

38.

Click the Maximize button.

=
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& Secure | httpsy/stgcapps.learn.taleo.net/LCNet/Dialog/DynamicContentFrame.aspx?sessionid=3-58D9C53F-FF68-42C9-A624-DF 89F 186521 E&thtml=

Dynamic Object

Object Types
Expand All
S collapse Al

E-Advanced Learning
@-Assessments
-Assignments
Gareer Planning
Gategories
Classes/Courses
- Enrolments

ILT Sessions
LeamCenter
&-Reporting

Training And Credits

-

Step Action

39. Click the ILT Sessions link.
-ILT Sess=ions
40. Click the ILT Session link.

-ILT Session Link

41]. Click the Insert ILT Session link.
m= Insert ILT Session

42, Click the Training Expo - Agency# option.

43. Click the Return Selected link.
' Return Selected

44. You will type the text as you want it to appear on the ILT Training Listing.

Click the whitespace.

Click Here

45, Press [Delete].
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& Secure | https;//stgcapps.learn.taleo.net/LCNet/Dialog/DynamicContentFrame.aspx?sessionid=3-58D9C53F-FF68-42C9-A624-DF 89F 186521 E&htm

Dynamic Object | Return Selected |

Object Types ILT Session Link
pand All
S collapse Al

Step 1: Choose the session to which you want to link.

s Insert ILT Session
H-Advanced Learning

#-Assessments

‘Tra\mng Expo - Agency® ‘
wi-Assignments Step 2: Choose the text for the link (the user clicks on this):
I J
Categories
‘Classes/Courses
- Enroliments
ILT Sessions

wILT Session Link
LeamCenter

Gareer Planning

& Reporting
Training And Creits

| #/Return Selected

Step Action

46. Enter the desired information into the field. Enter "Training Expo - Agency # -

Click here to Enroll".

& Secure | https;//stgcapps.learn taleo.net/LCNet/Dialog/DynamicContentFrame.aspx?sessionid=3-58D0C 53F-FF68-42C9-A624-DF 89F 186521 E&htm

Dynamic Object ' #Return Selected

Object Types ILT Session Link
pand Al
= Collapse Al

Step 1: Choose the session to which you want to link.

s Insert ILT Session
H-Advanced Learning
&-Assessments

‘Tra\mng Expo - Agency® ‘
wh-Assignments Step 2: Choose the text for the link (the user clicks on this):

‘Career Planning

[Training Expo - Agency # - Cick nere to Enroll
Categories

Classes/Courses
Enroliments
ILT Sessions

ILT Session Link
LeamCenter
& Reporting
Training And Credits

|#Retumn Selected |
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Step Action

47. Click the Return Selected button.
+ Return Selected

48. Your text is showing within the text field.

HOME | CONTACT | LOGOUT

Centrakzed Accounting and PaytollPersonna System

HSans¥ snaamaXx 9« B slo)= EA-Y- JEAAOIBTTEM/ BEFOoHe
Eedezey ¥ W - ) B SEEE Gk S 2O BEEEANM

= d téJ_n —11 k* I | paragraph ~|| Default Font < Size v zoom <

This Page Lists Instructor Led Training

Listed below are the Instructor Led Training (ILT) classes:

Training Expo - Agency # - Click here to Enroll

Back to the Course Catalog.

[ EIHTML QuPrevien [<tabl | [<tr>] [<td page-ta>] [<dn> | [<a>| Words:28 Characters:293

It

Step Action

49. Click the Save button.
|
50. Click the View link.
]
51. This how Users will see the listing of ILT classes.
52. You can test the link from here.

Click the Training Expo - Agency # - Click here to Enroll Link link.

Training Expo - Agency # - Click here to Enrall
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@ Secure | https;

learn.taleo.net/controlPanel/panels/enroliments/popup/ILTSessionView.asp?DCT=

HOME | CONTACT | LOGOUT

Session Information

¥ Event Information
Name
Description

w Track Information
Name
Description

* Session Information
Name
Description
Start Date
End Date
Minimum Seats
Maximum Seats
Prework
Outline

Standard Fields

Training Expo

Training Expo - All Employees

Training Expo - Agency#

413/2017 8:00 AM coT
4772017 5:00 PM coT
0

15

Author
Series Name
Sarias Mumba i

State Link Policy

| Bstate Library
I Contact Us

Public Information Act

Step Action

53. The Session Information appears.

Click the scrollbar.

@ Secure | https;

learn.taleo.net/controlPanel/panels/enroliments/popup/ILTSessionView.asp? DCT=

HOME | CONTACT | LOGOUT

00T10031220

+ Location Information
Location

| Description

Address 1:

City:

State:

Zip

Time Zone

Room

Directions
+ Session Enroliments
Enroliment Name

Training Expo - Agency#

Last Name, FIrst Name

Seed. Poppy

Southeliff Training Facility
Training Headquarters
2015 S IH 35 Frontage Rd
Austin

™

78741

(UTC-05:00) Central Time (US & Canada)

2016

Description

Actions

Click here to
enroll

State Link Policy

| Bstate Library
I Contact Us

Public Information Act
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Step Action

54. Click the Click here to enroll link.

Click here to
enrall

55. The User will use the Enroll button at the top right of the page.

[ ] = Enrliment Information - Google Chrome HOME | CONTACT | LOGOUT

@ Secure | https://stgcapps.learn.talec.net/eventscalendar/enroliments_popupControl2.aspreid=357&DCT=1¢
Enroliment Information £ Enroll =

¥ Session Information

Event Type Instructor Led Training Session
Name Training Expo - Agency#
Description

Start Date 4372017 8:00 AM coT

End Date 47712017 5:00 PM coT

* Registration Information

Name Training Expa - Agency#

e Library State Link Poiicy
Description Contact Us
Enroliment Opens 3/21/2017 8:00 AM GOT Pubic Information Act
Enroliment Closes 4/3/2017 8:00 AM coT
Minimum Seats 0
Maximum Seats 15
Seats Remaining 15

Current Status
P Admin Contacts
» Properties
Standard Fields
Author

— Series Name

A EQME S M W@

Step Action

56. Click the Close button.

X

57. Click the Close button.

e

58. Congratulations! You have completed this lesson.
End of Procedure.

Creating Learning Plans

Section 2 - Lesson 3, Exercise 4 - Creating Learning Plans
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Learning Plans are any combination of training items ranging from independent self study content like
assignments, to guided learning activities including mentoring, web based training, and instructor-led or
virtual instructor-led training (VILT). Learning Plans can include assessments, surveys, and virtual
community activities like chat rooms and forums.

Procedure

In this lesson, you will learn how to create a Learning Plan and assign it to the Training Group.

1) Learning Plan Name - Training Plan 2
2) Group - Training Group

ORACLE Agency Demo Stage Center (7]

« 0 L) 4
» Advanced Learning
» Appearance
» Assessments/Surveys
» Assignments
» Categories
» Communications
» Content
» eCommerce
» Enroliments
» External Training
» Gradebook
» T ORACLE
¥ Integrations
¥ LeamCenter Design
» Options
» Prerequisites
» Reports
» Resources
» Social
¥ Sub LeamCenters
» Tools
¥ Users

P Virtual ILT

Step Action

1. Click the Advanced Learning link.

Advanced Learning

2. Click the Learning Plans link.
L-:—arr'ir'§ Plans

3. Click the Add Learning Plan link.
= Add Learning Plan

4. Enter the desired information into the Name field. Enter "Training Learning Plan
2",

5. Click the scrollbar.
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Step Action
6. Click the Save button.
[ save
7. Click the Mappings tab.
Mappings
8. Click the button to the right of the View Mapped field.
9. Click the Options tab.
Options
10. Click the Messages tab.
Messages
11. Click the Users tab.
LIsers
12. Click the Add/Delete Groups link.
diil Add/Delete Groups
13. Click the Map to Learning Plan link.
iy Map to Learning Plan
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ORACLE Agency Demo Stage Center

[ Find Groups - Google Chrome

@ Secure | https:/stgcapps.leam.talec.net/Selectors/Groups/Disabled?selectorid=fadee136-2238-46c4-ac25-ce85bd521f7adreturnFunctio &

Find Groups

~ Instructions

~ Filters
I —
® containing ) beginning with
Category
Pagination Groups displayed per page
~ Group List

Select criteria in the Fiters section, and then cick Search to display a list of Groups.

Select the check boxes next to the groups you want, and then click Return Selected. Groups that have already been selected are not available for selection here.

Step

Action

14.

You need to Search for the specific Group that will be mapped to this Learning Plan.

Click the Search button.

Search

15.

Click the Selection for Training Group option.

16.

Click the Return Selected link.
‘l Return Selected

17.

The Due Date for the Learning Plan should be entered.

We will leave this blank for now.
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ORACLE Agency Demo Stage Center Q
= a ) Training Learning Plan 2 Item Mappings % Retum To Learning Plan

= Advanced Leaming - Filters

Certificates

Certifi View Mapped Groups®

Number of items per page 0 v

Job Profie: .

Learming Plan Settings ~ Item Mappings e Map to Leamning Plan € Change Status

Learning Plans

Skils 1 group availzble, showing 1-1

Training Offerings
» Appearance Name Due Date Actions &/
b Assessments/Surveys Training Group T n &

» Assignments
1 group available, showing 1-1
¥ Categories
» Communications
» Content
» eCommerce
» Enroliments
¥ External Training
¥ Gradebook
BT
» Integrations
» LeamCenter Design
» Options
¥ Prerequisites
¥ Reports
* Resources
¥ Social
» Sub LeamCenters

» Tools

Step Action

18. Click the Return to Learning Plan link.

2 Return To Learning Plan

19. The Learning Plan is assigned to all of the Users within the Learning Group.
20. Click the Save button.
] save
21. Click the Home link.
(4
22. Congratulations! You have successfully completed this lesson.

End of Procedure.

Creating Skills/Add Notice & Notification

Section 2 - Lesson 3, Exercise 5 - Creating Skills

Organizations need to know what Skills are required and which of their employees have them, in order to
fill certain positions, communicate expectations, and develop people’s capabilities. An important step to
utilizing the Advanced Learning module is to build a Skill library.

Your Skill library is a set of standardized Skills determined by tasks or procedures that a department
performs in contributing to organizational and departmental Goals. Once you have defined which Skills are
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vital to your organization, you can begin creating them. You can then map them to Job Profiles, Users, and
various learning items. You can also organize them by assigning them to Categories.

Procedure

In this lesson, you will learn how to create a Skill, map the skill to an assessment and assign the
Skill to a User. You will also add a Notice and Notification.

Name of Skill: Customer Service
Expiration Date: 7/10/2017
User: Poppy Seed

ORACLE Agency Demo Stage Center [7]

« 0 D) 4
P Advanced Learning
» Appearance
» Assessments/Surveys
» Assignments
» Categories
» Communications
» Content
» eCommerce
» Enroliments
» External Training
» Gradebook
»ILT ORACLE
» Integrations
» LeamCenter Design
» Options
» Prerequisites
» Reports
» Resources
» Social
» Sub LearnCenters
» Tools
» Users

» Virtual ILT

H100% ~

Step Action

1. Click the Advanced Learning link.
Advanced Learning
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«@EE"

w Advanced Learning

Certificates
Certification Tracks
Competencies
Credits

Electronic Signatures
Form Templates
Forms

Job Profiles

Learning Plan Setfings
Leamning Plans

Skills

Training Offerings

» Appearance

5

A

» Assessments/Surveys

A

» Assignments

A

» Categories

A

» Communications

A

» Content

A

» eCommerce

A

» Enroliments

A

» External Training

A

» Gradebook

A

P ILT

A

» Integrations

A

» LearnCenter Design

A

» Options

A

» Prerequisites

A

» Reports

4

Agency Demo Stage Center

ORACLE’

®100%

Step

Action

Click the Skills link.

Skills

Click the Add Skill link.
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@ Agency Demo Stage Center Add Skill - Intemet Explorer provided by .. (X2 =0 e
a—

@ https://stgcapps.learn.taleo.net/ \/panels/skillsComp/ popup/sc_cdit.asp?d: @]

Add Skill
+ Details

Name

Description s Map Multiple Skills to Multiple Users sffa Add Skill ) Change Status

|

[recurrence

Status  Actions W/

Complete by Date |
E O

Expiration Date [ v S
Time Limit (days) |
CE Credits ]
Rating

QYes

Require users to be assigned to achieve skill
® LeamnCenter Default (Na)

w Completion Options
Select the completion options for this skill. You can choose from requiring only one

( Only one mapped item needs to be completed

(®) All ltems mapped to this skill must be completed

D Notify supervisors when a user completes this skill.
[Clonly use Continuing Education Credits (CE Credits).

[I'set Skil Complete by Date as the defautt

[ Cancel

—— i W

Step

Action

Name | |

Click in the Complete by Date field.

Complete by Date I:'

Click the Su list.
January W
Su Mo Tu We

Click the July list item.
July

Click the 10 object.

You can enter additional information for the Skill using the fields provided.

In training, you will leave them blank.

10.

Click the Notify supervisors when a user completes this skill. option.

D Motify supervisors when a user completes this skill.
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Step

Action

11.

Click the Save button.

Save

ORACLE’ Agency Demo Stage Center [7Rs

“ 0 " Skills
v Advanced Leamning A

} Filters

Certificates
Certification Tracks v SKi Map Multiple Skills to Multiple Users s Add Skill 3 Change Status
Competencies Skills * P s P * e o
Credits
Electronic Signatures 2 skills avallaole, showing 1-2
Form Templates
Forms § .
10D Prafiles SKill Status  Actions &/
Learning Plan Settings
Leamning Plans Customer Service v ]
Skills
Training Offerings

9 nenng Microsaft Word v O

4,

» Appearance

A

» Assessments/Surveys

A

» Assignments

A

» Categories

A

» Communicatiens

A

» Content

A

» eCommerce

A

» Enroliments

A

» External Training

A

» Gradebook

A

»ILT

A

» Integrations

A

» LeamCenter Design

A

» Options

A

» Prerequisites

» Reiuris i

A

Step

Action

12.

Click the Skills Properties link.
IE'

13.

You are going to map an Assessment to this Skill.

Click the button to the right of the View field.

vl
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~
ORACLE Agency Demo Stage Center (7]
« 0 - Skill Properties <& Return To Skill List
w Advanced Leaming A
¥ Details # Edit Details
Certificates £
Certification Tracks Name Customer Service
Competencies
Credits P
Electronic Signatures Descrintion
Form Templates
Forms. . Expiration No Expiration
Job Profiles . e .
Learning Plan Settings Completion requirement :!q'ﬁgi'::‘:;;f mapped to this skill must be completed in order to
Learning Plans
Skills CE Credits 0

Training Offerings
Require users to be assigned to achieve skill LeamnCenter Default (No)

A

» Appearance

A

» Assessments/Surveys - effs Map Jobs to this Skill

A

» Assignments MY Job Profiles requiring this.

Users that acquired this Skill

A

» Categories

A

» Communications

A

» Content

4= Return To Skill List

A

» eCommerce

A

» Enroliments

Groups assigned this Skill

A

» External Training

A

» Gradebook

A

P ILT

A

b Integrations

A

» LearnCenter Design

A

» Options

A

» Prerequisites

A

» Reports v

javascriptvoid(0) H100% +

Step Action

14. Click the Assessments/Surveys to train this Skill list item.

Asseszsments/Surveys to frain this Skill

15. Click the Map Assessments/Surveys to this Skill link.
I_ Map Assessments/Surveys to this Skill
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& Assessments Selector - Internet Explorer provided by Texas Comptroller

[®] hitps://stgcapps.learn taleo.net/

Assessments Selector
» Instructions
¥ Assessments List
1 record available, showing 1-1
Assessment
CST - Instance

1 record available, showing 1-1

e =
(73
=scSkillsList&datalD={636D70 @
’ <a Return To Skill List
# Edit Details
4a Return Selected
Actions ¥/
™ O | ped to this skill must be completed in order to

4= Return Selected

o)
p AssessmentsiSurveys to this Skill
I

kil

4= Return To Skill List

H100% ~

e i Vv

Step Action

16. There must be an Instance for the Skill selected. Instances should have already been
created in the Instance table. If there isn't one listed then it must be created.

CST - Instance

Click the CST - Instance option.

17. Click the Return Selected link.
<2 Return Selected
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ORACLE Agency Demo Stage Center e

“a " o The selected mapping(s) have been added
w Advanced Leaming A

Certificates Skill Properties <a Return To SKill List
Certification Tracks

Competencies - i 5 Edit Details
Credits Details L4

Electronic Signatures

Form Templates Name Customer Service

Forms -,

Job Profiles Description

Learning Plan Settings

Learning Plans Expiration No Expiration

o

]L'r':]l\‘;ng Offerings Completion requirement Allitems that are mapped to this skill must be completed in order to

acquire this skill.
CE Credits o

A

» Appearance

A

A tsisH
¥ Assessments/Surveys Require users to be assigned to achieve skill  LeamCenter Default (No)

A

» Assignments

A

» Categories ¥ Mappings s Map Assessments/Surveys to this Skill §§ Delete Selected Mappings

View [ Assessments/Surveys to train this Skil

A

» Communications

A

PACHESE 1 record available, showing 1-1

» eCommerce &

» Enroliments N Actions /]
» External Training = CST - Instance " O
PRSEREGION B 1 record available, showing 1-1

LT =

A

» Integrations <a Return To Skill List

A

» LeamnCenter Design

A

» Options

A

» Prerequisites

A

» Reports v

H100%

Step Action

18. Click the CST - Instance option.
CST - Instance 1] O

19. Click the Return To SKkill List link.
<= Return To Skill List

20. Click the view properties button.

21. Now you are going to assign (map) the Skill to a User.
Click the View list.

View| Job Profiles requiring this Skill |

22. Click the Users assigned this Skill list item.

Users assigned this Skill

23. Click the Map Users to this Skill link.
|s_ﬁ- Map Users to this Skill
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ORACL &

Acency Demao Stage Center e
& Users Selector - Internet Explorer provided by Texas Comptroller ==
= ttps://stgespps.eam taleonet/lcnet P JserD, ile=cO7ct6892-a12b-<55 @
il List
Users Selector
Details
w* Instructions

Users who were already selected may be indicated by a grayed out checkbox.You may not deselect these users here. Use the checkboxes to the right of the
username to select the users, then click the 'Retum Selected" button_

w Filters

Usemames Beginning With Show All [0-9]
ABCDEFGHIJKLMNOPQRSTUVWXYZ

der to
Combination Filters Select criteria from any or all filters
Field(s) containing Users With Status
Username] MIDenied WIpending
First Name| M Approved [JRemoved
Last Name| O -
Disabled Access s skin
Group| Select one v q——‘
Number of Users per Page
w Users List
kil List
No users found for the specified fiter criteria

Step Action
24.

Enter the desired information into the First Name field. Enter "Poppy".
First Name] |

25. Click the Search button.
Search

26. Click the Selection option.
O

27. Click the Return Selected link.
Return Selected
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ORACLE Agency Demo Stage Center e

“a " o The selected mapping(s) have been added
w Advanced Leamning A

Certificates Skill Properties <4 Return To SKill List
Certification Tracks

Competencies - i # Edit Details
Credits Details L4

Electronic Signatures

Form Templates Name Customer Service

Forms -,

Job Profiles Description

Learning Plan Settings

Learning Plans Expiration No Expiration

s

]L':I\‘;ng Offerings Completion requirement Allitems that are mapped to this skill must be completed in order to

acquire this skill.
CE Credits o

A

» Appearance

A

A tsisH
¥ Assessments/Surveys Require users to be assigned to achieve skill  LeamCenter Default (No)

A

» Assignments

» Categories A ¥ Mappings # Edit Complete by Date s Map Users to this Skill §§ Delete Selected Mappings
» Communications ¥ View[Users sssigned this skl +/]

PAETHER = 1 record avallaole, snowing 1-1

» eCommerce N o) ;

ConET TS X L Name [Last, First] by Date Actions /|

» Exteral Training = 00710031220 Seed, Poppy NIA B m}

A

» Gradebook 1 record available, showing 1-1

A

P ILT

A

b Integrations

4= Retumn To Skill List
Ao i e Return To Skill List

» Options

A

A

A

» Prerequisites.

A

» Reports v

javascriptvoid(0) H100% v

Step Action

28. Click the Return To Skill List link.
<2 Return To Skill List

29. Now you will set up the Notice and Notification for the Skill.

Click the Communications link.

~ommumicationd

30. Click the Notices link.

31. Click the Add Notice link.

i'in Add Notice

32. It is always beneficial to review the Add Notice Instructions for guidance.

Click the Instructions caret.
» Instructions
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Step Action
33. You should select a Name that identifies this notice. It appears in the subject line of

the email.

In training, you will use Skill Notice.

Enter the desired information into the Name field. Enter "Skill Notice".

Name |
34. Enter the desired information into the Subject field. Enter "Skill Notice
Reminder".
Subject [
35. Click the Company list item.
Company
36. Click the move selected items button.
37. Click the Department list item.
Cepartment
38. Click the move selected items button.
39. Click the Skill/Assignment Name list item.
SkillAssignment Mams
40. Click the move selected items button.
41. Click the Expiration/Due Date list item.
Expiration/Due Date
42. Click the move selected items button.
43, Click the Save button.
Save
44, Click the Notifications link.
45. Click the Add Notification link.

|i.'a Add Motiﬁcatinn|
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Step Action

46. Click the Notice list.
Notice
47. Click the Skill Notice list item.
Skill Motice
48. Click the Item Mapping Type list.
Item Mapping Type
49, Click the SKill list item.
Skill
50. Enter the desired information into the Send notification field. Enter "10".
Send notification |0 | days [Selsctons] v |skill expiration date
51. Click the days list.
Send notification [1q | days [[Selectone] v skill expiration date
52. Click the prior list item.
pricr
53. Click the User's Supervisor option.

D ser's Supervisor  with optional prefix text:

54. Click the Save button.
Save
55. Click the Collapse All button.
=
56. Click the Control Panel Home button.
#
57. Congratulations! You have completed this lesson.

End of Procedure.

Creating ILT Certificates

Section 2 - Lesson 3, Exercise 6 - Creating ILT Certificates

Procedure

In this lesson, you will learn how to create a certificate for an ILT.
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1) Certificate Name: New Customer Service Certificate
2) Enrollment ILT Session: CST - Finance
3) Attendee: Carbon Copy

ORACLE’ Training Learn Center [ R

«+QEDED s

» Advanced Learning ¥

#

A

» Appearance

A

» Assessments/Surveys

A

» Assignments

A

» Categories

A

» Communications

A

» Content

A

» eCommerce

A

» Enroliments

A

» External Training

A

» Gradebook

A

»ILT ORACLE

A

» Integrations

A

» LeamCenter Design

A

» Options

A

» Prerequisites

A

» Reports

A

P Resources

A

» Social

A

» Sub LearnCenters

A

» Tools

A

» Users

A

» Virtual ILT

H100% ~

Step Action

1. Click the Advanced Learning link.
Bdvanced Learning

2. Click the Certificates link.

3. There is one certificate listed named Customer Service. You will create a new one.

Click the Add Certificate link.
|s_ﬂ- Add Certificate

4, Click in the Name field.

Name [New Certificate |
5. Click the (x) to delete the text in the field.

Click in the X field.

=]
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Step

Action

6.

Enter the desired information into the Name field. Enter "New Customer Service
Certificate".

Name || |

Click the scrollbar.

Click the Save button.

. S A

ORACLE Training Learn Center [7]

“ 0 ) Certificate Properties 4a Return to Certificate List

v Advanced Leaming A
¥ Details # Edit Details

Certificates .
Certification Track:
cﬁg{;ﬁ;ﬁge; acs Name New Gustomer Service Certificate
Credits
Electronic Signatures Sharing This Certificate is not being shared with Sub LearnCenters.
Form Templates
Forms ¥ Mappings
Job Profiles pBing
Learning Plan Settings This Certificate has been linked with the objects to be completed listed below. Click on the buttons to view the mappings for
gia”mmg Plans the selected object type.
Skills
Training Offerings R Courses with this Certificate

4,

» Appearance R
# Classes with this Certificate

A

» Assessments/Surveys

A

» Assignments #8 Enroliments with this Certificate

» Categories

Select A Mapping ## Certification Tracks with this Certificate

» Communicatiens To ViewManage

A A
——

#h Job Profiles with this Certificate

A

» Content

A

» eCommerce ## Learning Plans with this Certificate

A

» Enroliments i}
@8 Credit with this Certificate

A

» External Training

A

» Gradebook + Certificate Revisions

A

» LT Changes Made To
» Integrations N Edited Date Edited By
Name HTML Sharing
» LearnCenter Design A
i 21472017 12:49 PM cs7 00710031218 initial creation

» Options

A

» Prerequisites

¥ Certificate Preview
» Reporis v

i A

H100% v

Step

Action

The layout of the certificate is below.

Click the scrollbar.

10.

Click the scrollbar.

11.

The Mappings here will open up options to view/manage your certificate.
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ini ~
ORACLE Training Learn Center [7]
« 0 - Certificate Properties 4 Return to Certificate List
w Advanced Leaming A
¥ Details # Edit Details
Certificates -
Certification Tracks
Competencies Name New Customer Service Certificate
Credits
Electronic Signatures Sharing This Certificate is not being shared with Sub LearnCenters.
Form Templates
Forms + Mappings
Job Proflles BRI
Learning Plan Seffings This Cerfificate has been linked with e cbjects to be completed listed below. Click on the butions to view the mappings for
é?:nmmg Plans the selected object type.
lls
Training Offerings # Courses with this Certificate

A

» Appearance 3
## Classes with this Certificate

A

» Assessments/Surveys

A

» Assignments @& Enroliments with this Certificate

A

» Categories . Select A Mapping 8 Certification Tracks with this Certificate
H To View/Manage

A

» Communications

#A Job Profiles with this Certificate

A

» Content

A

» eCommerce ## Learning Plans with this Certificate

A

» Enroliments 3
@8 Credit with this Certificate

A

» External Training

A

» Gradebook ¥ Certificate Revisions
T
PET = Changes Made To
P Integrations A Edited Date Edited By
- Name HTML Sharing
» LeamnCenter Design A
= 211412017 12:28 PM csT 00710031218 initial creation

» Options

A

» Prerequisites

+ Certificate Preview
» Reporis v

ps: taleo.net/ce p: ertificates/edit Certificate.asp?certid=08&sessionid=3-1655189F -DE1 D-482E-89D7-7628540D5A24 100% v

A

Step Action

12. Click the Enrollments with this Certificate link.
g@ Enrollments with this Certiﬁcatel

13. Click the Map Enrollments To This Certificate link.
& Map Enrollments To This Certiﬂcatel
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~
R— -——
(& Enrollments Selector - Intemnet Explorer provided by Texas Comptroller = 7]
@ hitps:/s s leam.taleo.net/lcnet/ ile=9:7b516 CL8DE-E4| E\
st
Enrollments Selector
» Instructions f 2
¥ Filters
Name/Description [
® containing O beginning with
status !
[Jpast Micurrent MFuture
@®Fiter by Enrollment OFilter by Event
|
Event Type [All Event Types] ~
ff
Enroliments per page E
e
v Enroliments List
No records found
ff
ff
ff
\fate
H100% v |

Step Action

14. In order for a Certificate to be filled in with data the status of the event must be in
the past and the User marked complete.
Click the Past option.
[Pasi

15. Enter the desired information into the containing field. Enter "cst".
| |

16. Click the Search button.

Search

17. Click the Selection option.
]

18. Click the Return Selected link.
JM Return Selected
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ORACLE Training Learn Center e
L " o The mappings have been inserted.
w Advanced Learning

Certificates Certificate Properties <a Return to Certificate List
Certification Tracks
Competencies

Credits ¥ Details # EditDetails [ View History
Electronic Signatures

Form Templates Name New Customer Service Cerfificate

Forms

Job Profiles Sharing This Certificate is not being shared with Sub LeamCenters.

Learning Plan Seftings

Learning Plans

Skills ? ¥ Mappings
Training Offerings This Certificate has been finked with the obiects to be completed listed below. Click on the butions o view the mappings for
» Appearance the selected object type.

» Assessments/Surveys #A8 Courses with this Certificate

» Assignments @ Classes with this Certificate

» Categories
# Enroliments with this Certificate

» Communications
» Content Select A Mapping # Certification Tracks with this Certificate
To View/Manage
PAEEOMITENCS 4 Job Profiles with this Certificate
» Enroliments
Learning Plans with this Certificate
» External Training L] 9
» Gradebook #8 Credit with this Certificate
LT
Integrations -~ _
L i ¥ Enroliments with this Certificate # Map Enroliments To This Certificate E Delete Checked Mappings

» LeamCenter Design
1 record avalladle, showing 1-1

» Options
» Prerequisites. Title Actions &/
» Reports v
CST - Finance Depariment & O
#100% v

Step Action

19. Click the Return to Certificate List link.
<2 Return to Certificate List

20. The New Certificate that was created is listed with the date and time.

Now you will go to enrollments to see the certificate with User information.

21. You are going to navigate to Enrollments to see the certificate for a User that has
completed the ILT.

Click the Enrollments link.
Enrolimentd

22. Click the Enrollments link.

23. If the enrollment for the session isn't already defaulted on this page, don't forget to
use Filters above.

Click the View Enrollment Users button.

=

24. Click the scrollbar.
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Step Action

25. Click the Selection option.
O
26. Click the View Certificates link.

&R View Certificates

Print

Training Learn Center
Carbon Copy (00T10031218)
has completed
CST - Finance Department
on January 31, 2017
(with a score of N/A)

®100%

Step Action

27. You have an option to print from this screen.

Click the Print button.
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- ‘ Print
= Print =]
General | Options
Select Printer
PO0115HLBIXE7545 on cau |
Send To OneNote 2010
= Snagit 9
Learn Center
{ [Ee==——————
Status: Ready [ Fiint to fle: (| TSR]
Location LBJ &h Floor Ifeompleted
Commert:  TCPIPOSP | Bece pepartment
Page Range Wuary 31, 2017
@ Al Number of copies: 1 fscore of nimy
Selection Current Page
© Pages 1 Collate
Enter sither & single page number or a single 1 1
page range. For example, 5-12
o
H100%
.
Step Action
28 Y 't actually print at this ti
. ou wont actually print a 1S t1me.

Click the Cancel button.
Cancel
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taleo.net/viewCertificat D=1142318

P D=4335&DCT: 2665E0C-3519-4708-9¢

@ I

EUT Course

Training Learn Center
Carbon Copy (00T10031218)
has completed
C8T - Finance Department
on January 31, 2017
(with a score of N/A)

#100%

Step

Action

29.

Click the Close Tab (Ctrl+W) button.

“« 0 =)

w Advanced Learning

CST - Finance Department Users <2 Back to All Enrollments #j View Enroliment Details H Save

v Enroliment Information

Certificates
Certification Tracks Minimum Maximum Enrolled Seats Start End
g‘rle”;ﬁs‘enﬂ‘ﬂs Seats. Seats. Users Available
o 1/3112017 8:00 113112017 4:00
Electronic Signatures 0 16 1 15
Form Templates AM csT PM csT
Forms
Job Profiles » Filters
Learning Plan Seftings
Ceaming Plans ¥ Users /3 Edit Roster Details [*7] Set Columns g View Certificates [7] Send Message
Training Offerings
[ Manually Select Pre-Status
» Appearance
1 user available, showing 1-1
» Assessments/Surveys
- o Date Scheduled .
» Assignments Post-Status Credit Priority Enrolled Conflict Actions Vv
i 11072017
b Categores 1= % TaAM  None B BA
» Communications : csT
< >
» Content
1 user available, showing 1-1
» eCommerce
» Enroliments b New Users offs Add Users

Assets/Materials
Enroliments

Group Permissions
Roster

4 Back to All Enroliments @ View Enroliment Details [ Save

External Training
Gradebook

LT

Integrations
LearnCenter Design

Options

#,100%
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Step Action

30. Click the Collapse All button.

=

31. Click the Control Panel Home button.

32. Congratulations! You have successfully completed this lesson.

End of Procedure.

S3 - Reporting
Running a Bl Report

Section 3 - Lesson 1, Exercise 1 - Running a BI Report

Procedure

In this lesson, you will learn how to run a BI Report.

Report Name: Enrollment Report

ORACLE Training Learn Center

« 0 G
» Advanced Learning
» Appearance
» Assessments/Surveys
» Assignments
» Categories
» Communications
» Content
» eCommerce
» Enroliments
» External Training
» Gradebook
» LT
» Integrations
» LeamCenter Design
» Options
» Prerequisites
» Reports
» Resources
» Social
» Sub LearnCenters
» Tools
P Users

» Virtual ILT

#100% ~
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Step Action
1. Click the Reports link.
Reportg
2. Click the BI Reporting link.
H D "
This page contains standard reports that are listed in alphabetical order.
4. There are 15 or more standard reports. Additional reports can be seen by clicking
the Load More Link below.
Click the scrollbar.
5. Click the Load More link.
LOAD MORE W1
6. You will run the Enrollment Report.
Click the Enrollment Report link.
Enroliment Repor]
7. There are four tabs that will require criteria or information for this report.
8. In this example, you are going to deselect the Approved status.
Click the Approved option.
v
9. You will search for an Individual User.

Click the Add link.
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ORACL E Trainina | earn Center ‘) 2
{2 Users Selector - Intemet Explorer provided by Texas Comptroller = B

@ hitps://: s esim taleonet/Icnst/ p JserD 7 ile=657dLf2b: 10 @

Users Selector

¥ Instructions

Users who were already selected may be indicated by a grayed out checkBox.You may not deselect these users here. Use the checkboxes to the right of the
usemame to select the users, then click the ‘Return Selected' button.

 Filters

Usernames Beginning With Show All [0-9]
ABCDEFGHIJKLMNOPQRSTUVWXYZ

Combination Filters Select criteria from any or all filters
Field(s) containing Users With Status

Username| Mipenied Mlpending
First Name| Mapproved [removed
Last Name| -
[Clpisavied Access
Group| Selest one v

Number of Users per Page

v Users List

No users found for the specified filter criteria

TR AR AFATAIT - oo oo- e i

Step Action

10. Use the Filters to locate the user.

Enter the desired information into the First Name field. Enter "poppy".
First Name] |

11. Click the Search button.
Search

12. Click the Selection option.

O

13. Click the Return Selected link.
[ ¥ Return Selected |
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ORACLE Training Learn Center e
0 " Enroliment Report & Back to All Reports
» Advanced Leaming N
T T Users Parameters Fields Output * Indicates required field
» Assessments/Surveys N + Options
» Assignments N Include users with the following LearnCenter statuses:
} Categories A
+ Communications 5 [ Approved [ Denied [ Pending []Removed
PACEE \: v Additional Users & Groups
» eCommerce B Select additional Users and/or Groups to be included along with your selections above:
» Enroliments | Seloct individual U
PAEXET S [E g \: Poppy Seed (00T10031220) e A
» Gradebook N $ Delete
» LT N
» Integrations A
& Select Specific Groups.
» LearnCenter Design = #Auu
» Options * Delete
» Prerequisites N
» Reports N [J Report on all Groups
Bl Reporting
Report Builder
Report Manager Only include users in the selected groups with these LearnCenter statuses:
» Resources A
+ Social T [ Approved [ Deniea (] Pending [ Removea
» Sub LeamCenters N
— < > Next (@ Build Report
» Users A v
#100% ~
Step Action
14. You will move to the Parameters tab.
Click the Next button.
> Next
15. You are going to select your own LearnCenter if it isn't automatically
populated. This is a required field noted by the red asterisk.
In training, you will use home/AgencyDemo.
Click the home/AgencyDemo list item.
home/AgencyDemo
16. Click the Add >> button.
Add =>
17. You have the option of selecting a particular Enrollment for this user or report on all
Enrollments.
Click the Report on all Enrollments option.
[ Report on all Enrolimentd
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Step Action
18. Click the LearnCenter list item.
LeamCenter
19. Click the Add >> button.
Add =>
20. Click the ILT Session list item.
ILT Session
21. Click the Add >> button.
Add >>
22. Click the Class list item.
Clazs
23. Click the Add >> button.
Add =>
24. Click the scrollbar.
25. Click the Nominated list item.
Mominated
26. Click the Add >> button.
Add >>
27. Click the Approved list item.
Approved
28. Click the Add >> button.
Add >
29. Click the scrollbar.
30. Click the Completed list item.
Completed
31. Click the Add >> button.
Add =>
32. Click the Completed option.

| Completed
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Step Action

33. Click the Next button.

> Next

34. Click the scrollbar.

35. The grayed out fields on the right side of the page will default on your report.
You have the option of deselecting the defaults and including the fields of your
choice.

36. Click the Next button.

> Next

37. Click the scrollbar.

38. The Output Format should always be XLS.
Click the Output Format list.

Qutput Format
POF %

39. Click the XLS list item.
XL5

40. Click the Include link to the report option.
[Ifnciude link to the repor]

41. Click the Build Report button.
|@ Build Report

42. The Enrollment Report is In Progress.

43. Click the Refresh button.
£~ Refresh

44. When the date and time is listed, your report is ready for review.

Click the 2/16/2017 9:37 AM CST link.

21162017 9:37
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« 0 - Bl Reporting 0 Create Custom Report £ Refresh
» Advanced Leaming N
ST 5 Find [ | [ Search |
» Assessments/Surveys N
= NARROW RESULTS NAME LASTRUN  FOLDER STATUS  ACTIONS
} Assignments =
g Administrator List
TS 5 E TypeS Report Users
- & [ custom
e ———— [ stanaa Assignment Report Assignments
» Content A
 oCommerce T H sHow Audit Trail Report LearnCenter
- [ Completed
» Enroliments | 2 Eror Oceurred Course List Report Courses/Classes
External Traini |
b Bt 2 [ in Progress Course Report Courses/Classes
» Gradebook ¥ [ Scheduled
» It S | & rowers %g:;’rf Summary Courses/Classes
i N Electronic
PEEEEEE Ly Regors Signature Advanced Leaming
» LearnCenter Design = [ Advanced Leaming Completion Report
o N [ Assessments/Surveys Enroliment Report 2172017 37 Eoroiiments
. w5 [] Assignments . '
P Prerequisites External Training
& [ Courses/Classes Report Extemnal Training
v Reports
B R [ Enroliments Instance Report Assessments/Surveys
Report Builder [ Extemal Training
Report Manager [ LeamCenter Job Profile Report Advanced Leaming
» Resources A O users Oracle Learning
o & :Esoflmgress Advanced Leaming
o Sl ivis E Oracle Learning Advanced Leaming
» Tools
Do you want to open or save EnrollmentReport-20170216093 Zxdsx (9.5¢ KB) from stgcapps.learn.taleo.net? “B v
» Users
Open Save |v|| Cancel o
.
Step Action
45. Click the Open button.
Open
46. The Enrollment Report contains the information that you have requested. You are
able to manipulate this report as you see fit.
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H9-¢-DI= EnrollmentReport-201702160937 xisx [Protected View] - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Addns
o Protected View  This file originated from an Internet location and might be unsafe. Click for more details. x
AL - J= | Enrollment Report ~
=
A [ B & D £ F G%‘
. =
> |[Enroliment Report
3 Repor date: 21162017 9:37 AM CST
y Enrollment Enrolled Enrollment
. E Name First Name Last Name . Enrollment Event Type | 1*
TTT Team Building 00T10031220 Poppy Seed 1/9/2017 9:37 AM LT Session TTT Team By
5 Training Training
3
7
B
9
10
1 -
12
13
14
15
16
17
18
19
20
21
2
2 L
24
e -
H 4 M| Sheetl Ml [ ] (30|
Ready | [ Microsoft Outiook | @ 200% &)U ()

Step Action

47. Click the scrollbar.
i |

48. Click the Close button.

||
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. ~
ORACLE Training Learn Center (7]
« 0 - Bl Reporting o Create Custom Report c Refresh
» Advanced Leaming N
ST 5 Find [ | [ Search |
5
» Assessments/Surveys A
Y NARROW RESULTS NAME LASTRUN  FOLDER STATUS ACTIONS
} Assignments =
= Administrator List
» Categories = B Tvpes Report Users
— & [ custom
e ———— [ stanaa Assignment Report Assignments
» Content A
H sHow Audit Trail Report LearnCenter v
» eCommerce | 0 Complte v
omplet
5 R
» Enroliments [ Eror Occued Course List Report Courses/Classes
- Y
} External Trainin |
o 2 [ in Progress Course Report Courses/Classes
» Gradebook ¥ [ Scheduled
s | Course Summary
» LT g | 5 FOLDERS Report Courses/Classes
i &Y Electronic
Integrations | My Reports
L o' Ly Repor Signature Advanced Leaming
» LearnCenter Design N [ Advanced Leaming Completion Report
o = [] Assessments/Surveys Enroliment Report 2012017 37 Eoroiiments
Y As s
» Prerequisites A 0] Assignments External Training Extemal Training
T [] Courses/Classes. Report
v Reports
B R [ Enroliments Instance Report Assessments/Surveys
Report Builder [ Extemal Training
Report Manager [ LeamCenter Job Profile Report Advanced Leaming
W
» Resources A [ Users Oracle Learning
. 5 Plan Progress Advanced Leaming v
» Social N Report V]

A

» Sub LeamnCenters Oracle Learning

Advanced Leaming

Plan Status Report
Oracle Skill

A

» Tools

< IR <]

Advanced Leaming v

A

» Users Progress Report

®100%

Step

Action

49.

Click the Actions button.

50.

Click the View History link.
FO_VIEW HISTORY

S1.

The View History option lists the report and the date/time that it was run within the
past 90 days.

52.

You have the option to delete any report that is listed in history.

53.

Click the Back to All Reports button.
& Back to All Reports

54.

You can select one of the Narrow Results options to reduce the reports list.

Click the Completed option.
|:| Completed |

55.

Click the Completed option.
[] Completed |

56.

Click the My Reports option.
[[] My Reports |
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Step Action

57. Click the My Reports option.
My Reports |

58. Click the Collapse All button.
=
59. Click the Control Panel Home button.
#
60. Congratulations! You have successfully completed this lesson.

End of Procedure.

Page 215



